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ABSTRACT ■ " • . «^ 

Objectives of Project HAVE (Homemaking and Volunteer 
Experience) Skills are to develop, validate, and field test, 
educational planning and experiential, evaluation materials which' can 
be used by wcmeat counselors, and employers in assessing the skills 
which w^o men have acquired from their volunteer work acd homemaking 
experiience. Progress to date has involved establishment of an " ',4 ' 
advisory committee and validation panels, development of thirty-th^^e 
"I Caij" competency lists (e.g., child caretaker, benefit sales J-^-.-- 
^worker, cons-uiper/rights specialist, fund raiser), validation of tlfe'V- 
lists (524 items) by 1,22 wamen and 56 employers, factor analyses (of 
the^ lists tc revise and'-cluster skills, and drafting>.of the first/ 
three chapters o£ a workbook to hel^p women identify th^r ■ , 
job-relevant skills and ma^^tch them to those in paid jobfe. Skill'/' 
clusters wUl be related to/^jobs and ^ob f ajpilies. on the basis^'of . 
employer data, job literature analysis, and^^ta to be collected from 
100 ejnploymept and career counselors. The "redlining two secti-oiis of 
the wcrkbcok Jja,.ve been outlined. Most of the report consists;of 
appendixes: dat^ summaries on the skill lists, corr'eiation tables,.' . 
final draft of competency lists, and draft 'of the first three ■ 
workbook sections: introduction, overview and general 'discussion of 
questions asked by women r^eturning to paid work, and exercises to 
review experience- and identify skills. (JT) 
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Interim Report 



Furthering the Recognition of Job-Relevant Skills 
Which Women Acquire from Their Volunteer Work and Homemaking Experiences 



Ruth B'. Ekstrom', Gita Wilder and Frieda Hardy 
Educational Testing Service ^ 



As stated in the original grant application, the purpose of this 

" ■ *^ . 

project is to develop, validate, and field test educational planning 
'' and experiential evaluation materials which can be used by women, 

.= counselors, and employers in assessing the skills, which women have ac- 
quired, from their volunteer work and hbjnemaking experiences. This . 
, interim report summarizes progress to date, * 

Progress to Date 

. The project staff began work by designing a project description* 
brochure. The purpose of the brochure Is to help us locate individuals 
who ca^ serve as validators -for the competency lists and matrix or who 
can take part, in the field testing of the workbooks. ' In early November 

1978 approximately 1000. copies of the' brochure were mailed to women's 
centers, counseling centers, educators, 'and employers. As of October 31, 

1979 over 600 responses had been received. "A copy of the brochure and 
the letter sent to/all respondents is shown in Appendix A. 

As can be seen from the brochure, the project has been retitled : 
VPrbject HAVE .(Homemaking And Volunteer Experience) Skills." ael ^ 

tnat this title with its catchy acronym, which was suggeste d 
project's administrative secretary, Irene Smith, emphasize ■v.z 
readiness of reentry woiaen. ' ^ /: 
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The next activity^w^s to recruit' individuals to serve on the project\^ 
advisory committee. . After . consultation with 'our project officer, Doris 
Shakin, our original list of invitees was slightly modified -fa" provide 
somewhat greater diversity in the types .'of. i^ndividuai contacts. Letters 
of invitation were sent ^ to: WinifredX^/ Borden, Goucher College; Laura 
Lee Geraghty, ^Minnesota Governor ' s Of f ice on 'Volunteer Services,* Felice N. 

5 ' . ." w . .1 a ■ • 

Schwartz, Catalys^; Marilyn 'Wiener, Northeastern University; Lourdes 
Miranda-King, y£.' Miranda and Associates, Inc.; Gloria Scott,' Clark College; 
Tish Sommers, Alliance for Displaced Homemakers; Joseph^ J. Ouaranta, Ohio- 
State University; and Alex P. Kas^el, New Jersey Department of Labor and 
Industry. All but Schwartz were able to serve. Vicki W. Kramer, , Options : 
for Women, was asked to serve as an 'alternate for Schwartz.. Sommers resigned 

from the/ committee, because of- illness, in the summer of 1979. Herta Loeser, 

. . . ' ... _ ^ . ^ 

■ \ ' ' r-i 

civic Center and Clearing House, Inc. , Boston, Massachusetts, joined the 
committee .to replace Sommers. Cojpiea of the letter of invitation, letter 
of acknowledgement, and the . final list of the Project^AVE "Skills Advisory \ 
^Committee members are given in Appendix B^ • 

The project staff next began work on the "I Can" competency , lists. 
We concluded that our original plan of spending time trying to sepaS^te 
out the job-relevant competencies in the "I Can" lists (which were de- 
veloped to identify academically accreditable cp;iipetencies) was inappropriate 
because we would be pre-guessing information which we could better Ijearn 
from our validation sessions wiih employers. We did, ^however, review 
these lists for the purpose of adding additional areas and comT; ^ • cies 
whiGh would .be- job-relevant^ but wni.. might not be academical c 
The major additions were to th 5 of competencies derive 



homemakijig experience. _These ad<diti^s <5&|e facilitatea occupa- " . 

tional analysis of ;homemaking recently^ completied i*by- Aist and Lewis (1978) . " 

jrhe -most major r evision. involved, ttie list of co^r^etencies, for Home. Designer 

■ \ . ^ . ^ : ■ •; ■ - ' * ' ' ■ \ \ 

. " ' ^-^ /.v' • ;' • ^ ■. . 

and Maintajiner. This list was divided into' sjeparate lists for Home Designer 
and Home Maintenance Technician.. . \v 

- ' Following the revision bf the existing li;^ts, we began work on develop- 
ing new "I Can" competency liits^ for 'other areas jof volunteer and homemaking 
The process, involved obtaining wri-tt en materials about each area and/or 
holding intervi^^^. with/ indiv^uals involved in the area. The final draft , 
of 33 Can" competency lists is included as. Appendix C. The topics' 
covered;.by these lists are: Homemaker --^ Animal Care Specialist;, Chef/Cook; 
.Child Caretaker^; Cldthing^'and-'T^tile Specialist; Home-':<besigner ; Home , 
Horticulturist; Hoi^e Maintenance Technician; Rome Nuli^itionist; Manager of 
Home Finances'; Provider of 'Hom? .^e^lth Care, and Volrunteer ~ Administrator/ 
Manager ^ Advoc^te/ca^^nge/^^gehtl Sales Worker ; Community Resources 

Specialis:t; Co^isumet' Rxgbt's .Spec ia^list; Counselor; Emergency Medical » 
iH^cHn^jL^an;. Financial Manager; I'und Raiser; Gro^up Leader, for a Serving 
Orcfanization; .Heali:h/Mental H^ea^th Carye Institution Volunteer; Legal Rights 

Spjecialisf.; Lp.brary Assistant; Wuseiim Staff Assistant / (Docent) ; Personnel 

j • ' -'V ■ ' f ■ ' ' • % - ' ' ■ ■' ' \ ■ ^ ' , ' 

kanager^ Probation Inv^^stig^tbr ;. Problem Surveyor; P;(iblic Relations/ 

' u« / ' . ' ^ • . ^' ■ ^ ' • • . - , . . J : . 

■ / ^ ''-i / - • • . ' ■ ' / 

Commi3tnicato^; Recreation Worker; Researcljer;. Trainer; Tutfor/Teacjier' s Aide 

and Youth Group Leader. The draft lists and .the .plan for their valida- 

; • ■,''•,■./' ■ • ■ ■ 

'. * ' ■ i ■ " ■ '•' t ' ■ ■' '' ' ■ 

jtion we<e reviewed bV |:he Project HAVE Skills Advisory Committee at their 
:^Febr'uary l-2> 1979' meeting. The commit4^ee' ga^\re. general approval.'to the * ^ 

content of the list^ and suggested other are'as for additional lists. • 

. ' ■ , - • ■ ' • ' •• • 

The project staff next undertook the vaJ,ida;cion of the competency 

lists. ^ This validation was done by two panels' of judges: (1) homemakers 



and. volunteers, and (2) :ein#loyer§ and their hiring a Jents, such as, company 
personnel offic*ers. ■ ; ■ 

... ' The Project HAVE^ Skills Adv5.isory Committee pointed" out the great 

■.*».""■ • * * » - , 

breadth of the competency ^lists and th6 difficulty inherent in asking 

.^women .to judge 'how frequently other women engage in a given work activity. 

;As a consequence, the competency lists were reviewed and reduced to 524 items 

for better data handling and matrix development. However, we still plan 

to^prbvide the complete^lists 'p-n t^e worM)ooks f or counseli^cx aids. • 

The; validation panels were^ selected to represent 'a range of demographic 
characteristics. For the panel of women and homemakers the characteristics 
include:- race', ethnic origin, socioeconomic status, 'region, pf the country, 
and-i^ural/urbaii location. The employer validator panels were being selected 
to include ^a range of businesses ancj industries in both the public and 
private sector , businesses of different sizes, and businesses in all parts 
of the country. . ' / 

The same set of 524 items, grouped inttf related activities involving 
animal care; clerical vprk; communication; community resources and services; 
cfonsumer economics; counseling and interpersonal skills; design and esthetics; 
emergency care and crisis intervention; financial jrark, marketing ,*"and sales; 
food preparation and nutrition; fund raising; health care and child care; 
horticulture; legal work; managenent .nd administration; physical and— — ■- — — 
mechanical work; probleTn solv^ r-32: -ch and library work; ^nd teaching, 

training, ^nd tutoring, -er : \-i.iainls-er . . to both the panel of homemakers 

/ - • , ■ . - 

ana^ the panel of employer^: Ths * -as. are asked to rate each item on a 

■ . / : ^ ' . ■ 

scale to indicate, the free uer - ;;:.i::h they did each activity (3 = 

•« . * ■ ■ ■ ■ 

frequently qr regularly tc - The employers ranted oach item on 

its job-relevance (3. = :d 1 ma: -01:5 to^'O == not job-relevant). The. - * ' 



/. / ■ 

itea as jot' 

.... ■ / 
Qf an occupation that requires this skill. 



.employers also provided, for each skill rated as job~relevant^he name 



On^" h^^i^dred twenty- two women and 56 employers responded to these two " - 
questionnaires- Table ! shows the data summary for/these two questionnaires. 
This dat^ v?^s' reviewed with the' Advisory Committee at the August meeting; a 
cop/ vas also provided for the WEEA project officer, Doris Shakxn-. Tables 2 
and 3 'provide the demographic characteristics of ■t:he two panels. As can be 
seen^ the women are more highly educated than the- national average. Also, 
the i^eSPondents from the northeast were dispropprtion^lly represented. The 
respondents did not include any Hispanic or Asian American women; an attempt 
to locate Hispanic respondents was unsuccessful because the grou^)s contacted 
felt tb^t t.oo much reading was required to answer the questipnnaire. This 
heavy reccing load, probably ^also contributed to the educational level bias 
among t'r^-^^ v/^men -resr^^ndents. . A future project should attempt to develc 
^materia-^-: that -..ve more pictorial and nonreadirig versions of this pre- ^ jt 
. that yc-^d '^e i]: by women for whom English is not the native langua: - 
and/Or WOir :- imited education and low literacy. 

ei^"'-" el was also disproportionally^ weighted toward the 

nort^iea t:. ^ ese respondents represented services and manufactu 

Clerical \.he ill group rated as having the mdst job-relevance, 

receivl ^ ; - ratine of 2.4 on the 3 point scale. Other highly rated 

areas vr^r. t-:— ant (: -9), communications (1.7), problem solving (1.7) 

and fin^^ici- ..^s (l.o). The lowest rated areas were animal care (0.8), 
consuxnei" ec^^r. (0.8} , design (0.9), and horticulture (0.9). These 

empioyr*' ratin ::ombii\.2d with the relatively high interqorrelations 
(Table 5) anion^- .e skill areas, confirm, our hypothesis tfiat many of women's 
noninark<^t skin tend to bie perceived in an undifferentiated and sex-stereotyped 
way and that tr. ' are viewed as having limited job-relevance. 



The women,, in contrast, show considerably more differentiation 'among - 

the activity areas, as can be seen from Table 4., The area of most frequent 

• . . - ■ . _ r , 

participation was consumer economics (2.4)- . Other highly ya ted areas were 

food preparation (2.3), health care (2.1), and clerical work (2.0). The 
women respondents had the lowest^ participation in the animal care (0.5) 
.and legal (0.7) areas. '- " , 

In order to obtain a better understandii^g of th^ str-acture cz name- 
making and volunteer work skills,- as perceived by the v:oir.: : abd' e-nplove r 

respondents, a factor analysis of each activity grou wa: u.ica- 
v. 

number of fac--rs for each area was based on roo-^ iiE.r. ro " . 
Factors v/r^ :r ocnnally rotated by varimax. Th-se an^.yses, a . - in 
. Table re- _ izr. the di.:fferent perceptions cf the £._ills -.^ 

alrsL: bee- jor ;id by zhe intercdrrelat'ions . The wc:'-.en had a rac 
ccnp^e: ■ -r.uaial care; community resources;" consumer econor z^:^ 

■ " emergency and crisis intervention; financia.1 3a, .3, 

. /.r v.ark-^iin r.i preparation; fund raising; health and child ::-rc 

:.cr'rirult'i>j; : ai ; and physical and mechanical activi-^ies. The eir,;jioyers 
ud a :more complex view of .clerical; communications; and management and 
■ administration activities. - 

The results of the ratings were used to eliminate homemakinc arid ^ 
^volunteer wo jrk activities rarely done by the respondent women and to 
eliminate ^jrtivrties judged as having little or no job-relevance. . I'h^^n, 
the factor analyses were used toj.group the remaining j,tems into clur^ters; 
of related activities for construction of the matrix (now. renamed th^; 
Job-Skills Chart because the word matrix was not understood by enough 
of the potential workbook users) . A copy of 'these clusters is given 
in Appendix D. ' These clusters will related to jobs and job families 



on the basis of thet .employer data, job litejratiire analysis, and data to be 
collected in November from a group of employment and careef counselojrs. 
Final validation will be' done by another group of approximately 100 

coxinselors. , . ;^ 

■ ' • " ... ^ 

The draft outline of t:..r .vom ■.■•n*'s or^kbook that v?a«3 s.i nmitted to ^^rEE" 

' V 

with the continuation applicac... v. u r - viewed by thfe ;Ac .sory Committee ' 



in August, along with a draft oi the 



;.ing sections The Committee' 



suggested that J;rhe workbook dd-v ;ias:_i_^ the matrix . -Skills Chart ' 

and use'a mor^ general approac: skill identlf icati::.:: ; ob and skill 

matching, job exploration, and ■: techniques. ;^ sviSed. outlir^e, 

meeting these suggestions, hs prepared and some .ihe^ material has 

beert rewritten. Drafts of t: -rraduction. Chapter I. a. :d Chapter IT- 

are enclosed as Appendix E.' "he wconen's workbook will . ready for field 

testing ear 1980.- . ^ 



DATA SUMMARY 

; . * IDPfTIFICATIOH OF J0B'RE1£VM SKILLS " ' 

7 . ■ ■ _ , ■ ■ 

■ SKILLS ^ , ' 

1. Breed dnd wlsd peu or fan anlMls....... 

2. Houscbre4k a pet ; » ^ * 

' 3. Groo«apeu...., 'i!*^ 

4. Train a.pet * * 

5. Show a p«t In a coapeti^tion 

6. Judge a pat show ' 

7. Describ« how fan aniwU ate judqed and jhovn!!!".'!! 

breedlnq, Inbreflding, etc.) 

9. Break and traia a horse for riding ! 

; 10. Describe the cwn health probl«i8t)f pits'or'fira ankiils'iri 

can be prevented ; , ' 

Ji- Care for air ill pet or tm ankal and descrlbe'the'rea^na'f^ 
• caKeiii ••«•.• ' 

12. Assist a veterinarlakiin nedical proc^ures'for^ 

13. Descrik/the laws, regulations, and .procedures Invplved in raising and . 
♦SffUlng pets 

14. Explain the dietary considerations nacesM^'inMinuiniMTvild^^ 
feeding station......... , ' 

15. Identify locally coonon wildlife 

16. Serve as a guide or resource person at a nature center!!!!!!.!!^ 
17; Provide health care and maintejiance for Injured wildlife..'!!!"! ' 

la. .Provide appropriate food, housing, and sanitation fpr-pets'w tim a^i^ls 
and describe the reasons for specific choices. ; ; 

19. Explain what i^s involved in raising (m aniinals or fowj!!!!!!!!!!!!!'!" 

20. - Care for anlnals that are part of a zoological display or spejldi'^l^*' 

lection ■ 

'**"! ' * ..•••^ 

21. "Perfora a variety of clerical tasks ' 

2?. Carry out oral and written instructions and directions of some cobj- 

plexity , ' 

23. Follow orders and accept supervision *. !m... J^. .. 

24. Learn aod apply the rules of a specific organisation 

■ 25. Oeuionfitrate knowledge in the use 6f office equipiaent , * 

26. Develop and/or maintain cttrrent files. ..r, ..■ . . > 

■ 

f ' ■ . • ' " . ^ " 

.* 1 

t . 

' / ■ 

' " ? , ■ 
• 1 




0.876 
1.314 
1.240 
f 1.116 ■ 
^0.231 
0.125 
0.118 

0.217 
0.067 

0.331 

0.620 
0.225 

0.207. 

0.150 
0.950 
0.150 
0.319 , 

0.97S 
0.283 

a. 083 



2.270 

2.566 
2.549 
2.636 
1.B93 
2.369 



iiloluanB 

Jlean rating by 
employers 



(n=56) 



0.792 ■ 

0.519 

0.736, 

0.660 

0.635 

0.585 

0.640 - 

* 

0.824 , 
0.750 

I 

0.846 

0.846 " 
0.962-/ 

\ 

0/692 V 

0.712 
0.720 
d.860 , 
0.712 ' 

0.725 
0.673 

< 

0.804 



2.778 

2.704 
2.830 
2.528 
2.463 
2.431 



Column C 



Ho,st frequently naDed job{s) 



Veterinarian 

Veterinarian , 

Veterinarian 

Veterinarian 

Veterinarian 

Aniiaal scientist 

Veterinarian 

Animal scieiitist 
Veterinarian 

Veterinarian *^ } 

Veterinarian ./ 
Veterinarian 1 

Veterinarian 

Animal scientist 
Aniinal scientist ? 
Forestry aide 

Veterinarian, forestry aide 

Animal scientist 

Animal scientist 
f 

Forestry aide " 



S^retary, clerk-typist ' 
'Secretary 

Clerk-bfpist, secretary 
Secretary^ clerk-typist 
Secretary, clerk-typist 
Secretary, clerk-typist, file clerk 



/ 
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. • ; DATA' SUMMARY . ; ' ' V, . ' 

' IDEN'rlnCATION O^JOB-RKLEVAHT S KILLS ; . ■ 

■■ "' • ■ ' ■ ' ' , 

■ ', ■ ''-^'^ ...... ; ' ■ • f ' ." ')v: , ' 

; \ 27.' UM ilaU ptoconlno equtpnflnt../;..VA.... ' : 

, M. Keep tdcbtdi) and ptfliura teoflrts... 

;».• Obtain and verlfy w.iitlf|» ffctual Info^tioni"!"""""" ";•''••••'"'•;*• 

V*"l'«^tathephlloaophyofanorganUatlon/agenoy.,.:^ 
. , . Serva«8'»8polte3per3onforaoorgani:atlon...,. ' 

W the public and to* p«opla In need of assiatanca. . . ; ' / , 
JJ. . Plan and develop a public ralatlira piJogram ' '"' " " 

, 36. Identity target audleiices ' 

38.; d^ y rapresontativea of other organizations and of local. staU- 

■ ^ . ■ SulL™!;:.'!. "^^r »^!" V5anlzatlon;i ac- ) ' 

,. 4(1;. Publiclie and prons.tB orqAnifitioilii Mterial^ ' " " " " " ' " ' '"" " ' 
, ;i. Plin distribution of pubUcatlflnB ind other ratS."'." 
■'.42, Speak publicly,....,.., ' . 

' , ,wUl^U8t their siii^Bort.., 1., ' . • 

, i;;f"\'*l»'^*i°".9""p/»nd ae J 
.. ■ ■ will :be8t counter fheTr. plans and /rgu^ehtsr, , . ; ' , . . ; 

,, 46., Usacownunlcation skills ^o.persnU other.. . ■ ' > 

. ■47,-- OrqanUa aiid' conduct meejinga,...-' ^ • ". 
,.4a,^,,Keepothar3lnfo™edta^^ 

' ■ t L;^;;"^ °* PubUcUy^for a prqgpct or aervice 

■ 50. u,Mty oae people in co.nity agencies, organizations, and services 

.• who can ellnlnate "red tape" .....ii.. ; . V " """''^ 

a. Act as a courier between^variou3"d3ents'of"an"ins^^ 

52, Translate info]gi|iDn and factB,to a level of understanding appropriate" " 
to the background and stperience of the audience, ........ ' • ' 

5], • ConceptualUe comunicWs and pubMe' relations proq™s"whlch"inter- 
prettha goals of the.or^Uatlon.......;. ........ ........... 

54, .chooi^apptoprlate audiovisual iititerlal3...!".!".!l""]]|V"_"^ ' i 
.■■ 55.: Hrl«rnews storlfis, feature sforles; fact-shMti"for"editSi"back"' . 
^ ■ ground, reports, speeches, or scripts for radia^ovislon". ..: : 




J, 



■ 0.59B 
2,426 
2.207 
0.738' 

, 2.123 
■,.2.27;,' 
. 2.342 

2; 0-11 
- 1.388 
1.492 
1.622 



1.525 

•■■1.570 
•1/867 
l'74?. 
• 2.074 " 

1.650', 

2.108 ■; 

2;292 . 
, 2.281 

2.380 
",1.765 . 

1.403 
1.233 



2.075 

1.58?' 
1.617 

1.248 



Hean 'rating |iy 
employers ^ 
u 'n-561' 




2.309 
,2.545 
2:2^ 
■1.327 

2:226 
.l.'B65 
,1.849 

L736 • 
I 1.745 
■ 1.673 

1.704 



1.722 

1.698 
1.815 
■1.717 
1.964 

■ i.519 

■1.509 
1.846 

■2.35.2 
2'.231 

'2.35,2 
i:846. 

, 1.'491. 
1.245 

1.830 

1.679 
i..604 

1.741 



jnputer operator, proqraniiiet 
Secretary ■ 
'Secretary » 
'Secretary 

■■'('■' ( .1 
Manager, public relations worker 
Manager, ..public relations worker 
public reiationSi- worker, manager ■ .' 

Publlq relations worker 
Public relatioBs,worker 
Public relations woirker, advertising 
/Publicrelations worker. 



Public ifelatioiis worker 

fu|)lic relations worker, nianager ' 
Publip relations worker ' ' 

Public relations worker '/ 
Public relations worker, nianager . 

Public relations worker, manager ' 

Public relations worker 
.Manager r\ [ 
^' Manager ■ \- ^ 
■ Manager '; , ' ' ' ; 

Manager' ? 

Public relation^ worker, adv^fertifiinj 
\ manager, .manager ' 
Manager " 
Distribution clerk 

Public relations worker ■ 
V' ' ■ ' 

Public relations worker 
Public relations worker, personnel ' 
worker , . 

Public relations worker, copy writer 
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DATA SUHMARV 



IDBNTIf lCATIOtl 0^ JOD-RELEVANT SKILLS 



Colmnn k 


; Column B j ; 


Coliinin. C .- 


Moan rating by 
women 


Mean . rating by 
employer!) 
(n»5fil 


"NjidSffrequently named jobis) 


1.017 

ia2^. 

1.900, 
1.142 
2.242 
1. 628 ^ 
' 0.37S 


, 1.593 . 
. '1.630 
2.074 
" 1.537 
2.222, 
1.647 
1.094 


' \ " . ' 
Public relations worker ; 
Public relations 'wqrker ■ 
■ Copy writer, manager' 
Public relations worker 
Public relatipns worker, manager 
Public relations, worker' , ^ 


2.230 ■ 
L893 


1.-426 ■ 
' 1.396 


Social wprker . • ■ /. 


.1.628 


" i^077 


V k ' 

i3VL,jiqi^.wuiAci , counselor . ■ . 


1.917' 


1.370 
1.241' , 


S(;ci'al worker 

Counselor, social woifker • 
» • , 


1.664, 
0.207 
• 0.729 


■ V-1..182 
0.891 
1.170 


Social worker ' V • 
Social worker 
Social worker . 


■' 1.603 ' 
1.50B ■ 


1.400 . 


Social worker, persohrt^worker, 

Sorial unrVor ' COUnSelOt' : 

social worKer » 


1;943 ;': 

L207 


1.377 . *, 
1 1B5 


Social worker • \ 

kDu^iai worKer . , 


, 0.959 ' 


1.145 




1.066 / ^ 


1.127 ' 


.Socia worker * . 


( 

0.958 


.1.020 




1.1B5 


1.078 


Social vork^tf 

,0 - 



Coordinate development of mateciala for production;,.,,.^ 

57. Work with mass nedia (p^egg, radio, tele.viflion) 

58. . Devalop written roaterialo for a particular purpose.,.. 

59. 0flvelop. audiovisual roatoriala for a particular purpose. ^ 
60,. Hake an effective oral presentation to a group 

6i; Develop posters, leaflets and other brochures, 

62, Serve as an interpreter or translator..,. 

C(!)HHi)NrrY RESOURCES, hmict ■ . 

63. . Ocmon'atrate fartfllarity with, the connunity....,.,... ......^.i 

64; Identify, iTse, and direct others to counsellnq serviced, , 

65. • Identify resourced in the cominunity which may be used to ljnprove'the" 

living conditions for a child 

66. Provide .information about agencies, that can help with health, 'tae,' " ' 
family and other problems. . . . , ' 

67. Kaka referrals to. drug assistance programs.. 

611. ^escribe the major considerations in selecting one or more of the foilo'w- 
ingi support syj^tems for .emergencl^si child care servicesr church or 
. religious centers; funeral or mortJary: services; legal servicesi or • 
■ health care personnel,; fjicilltles aid services. .1 

69. Arrange for assistance to, released indigent prisoners,,,,..* 

70. Help arrange for psychiatric help....,...;. 

71. Identify local resources and services to help with physical or emotional 
health probleflisj legal, financial, consumer, drug or alcohol problems; 
or problems of age, se;^^ or race^ discrimination...;- 

7J. Describe the available resources for dealing with emergenclos. . 

73. Identify and use Information resources to locate coUnity faclUtftes 

and services* 

74. . Identify, use, and direct ithers to legal services. 

75. Asffiat .others in developing proposals to obtain funds for social programs 

and services 

Describe the various kinds'. of federal and state aid available-for people 

who arci eligible, and how to obtain this assistance...... i.;.,. 

Identify, use and refer others to tenant^s rights, welfare rights, block 
associations and other rgrass roots" groups which bring about social 

change . . . ' ' 

Describe the nature of.organizationar and,copunity structures as they 
plate to- A problem area and Its. potential solutions; .V 



76. 



77. 



7a 



DATA SUMMARV 



IDEHTIFICATION OF JOB-REUVANT SKILLS 



SKILLS' 



Column C 



Hoat frequently named job(s) 



79, (dontify dnd;obUin help (rdn. onianlzatlons which prbvido aaaUtdnce to 

thoaa who fnal that thoir legal righta have been violated , 

80.. U)cdte, usei and direct others to Infoiniation resourcea which' can help 
• with evaluation of the quality of gooda and eervlcesi evaluation of health 
■ dnd safety hazards in goods and services] identification of beat bays,,, 
savings in costs, etc m.., 

81. Help others obtain their rights as tenants....^.... 

82. Identify, use, and direct others to free or low-cost public aervlcea... 

83. Identify resources which can aid in the restoration of an older home... 
. 84. Identify and api^ropriately use resources in the conniunity which nay - 

enrlch'the Ufa of .the ill, elderly, or handicapped 

85. Demonstrate sensitivity to and awareness of conmunity attitudes and 
concern^., , 

86. Identify cwnniunlty social, educational, and, cultural resources that 

' can auppleiuent what a family has available 

' 87. Identify and usa resoupcea relevant to different cultural, ethnic, and 

religious heritages , , , , , J 

. CONSUMER ECQNONICS ■ ""' 

88. Describe hov the rights of a homeowner are affected by mortgages, home 
improvement loans, other home-related loans, title documents, zoning, 
and settlenent/cloaing agreements 

89. Read food labels to evaluate quality and weight 'of contents 

90.. Cofflpare the cost and nutritional value of convenience food, ''Junk" 

food, and hone prepared equivalents , ,,,, 

: 91. .Conserve energy in food preparation and storage ■ 

92. Determine the' appropriate quantity of food to buy 

93. Evaluate the freshness and quality of meat, fiah, poultry, fruits, 
vegetables, and. dairy products 

94. Ooscribe comnon food spoilage nroblems and how they can be prevented.. 

95. Use regional and seasonal food^.... 

■ 96. Evaluate the cost and nutritional value of alternative methods of 

^ preparing the same foods 

97. Hake effective use of medical services for a child 

98. ' Identify and select appropriate educational environments , 

99. . Identify and provide appropriate clothing for a child at different 
stages of development 

•100. Evaluate books and movies and detenalne their fluitabiiity forTchild! ' . 



1.-264 
0.'6U 
1.258 
0.576 



0.964, 



:';„o.96J 

(>i 0.745 
' ^0.937 
H' ■ 0,698 



..074 



12 i 
"2.570 I 
, 2.934 i 

2,975 
2.182' 
2.B33; '. 

2.400' 
2.694 
2.669 

2,826 ?' I 
2.742 '/ 



Q.906 



0.855 
0.818 

' 0.852 
a. 679 
■ 0.77B 

0:j796' 
0.833 
0.759 

0.833 
0.759 
0.944 

0.6B5 
0.800 



Social worker 



Home economist 
Social worker 
Social worker 
Social worker 

Social worker ■ 

Social worker 

Social worker 

Social worker 



Heal estate sales agent ' 
Home economist 

Home economist 
. Home economist ■ 
Home economist 

Home economist 
Home economist 
Home economist ^ 

Home economist 
Social worker 
Social worker 

Social worker 
Home economist 
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■ ■ . ' ' ' ■ . ; : ^ • \;' / ■ ' ■ 

IDQITIFICATIQH OP JQDjELEVANT SKIilS 

. • • ' ■ / ■ ■ 

■■ • ■'.,/,. 

■ SKILLS , . ■ 7 ; ' < 

101.. Identify rogourcos In tho community which Cftn boSiacd to augment 
whool and prflwhooLactivUlaa. , 

102. DcAOAsttate knowledqe of the properties of varlouVklnrtfl of fabrics 
and Mteriala uaad in the hone or foe wearing apparel,... m.." 

lOJ. Analyse the wearing apparel needs' of people,' tflking into conalderation 
such factors as age, figure/ sije, budgeti kina.and level of activities, 
fashion, and Individual differencea and intereBtB,..., 

104. t Evaluate the quality of clothing^ ruga, curtalna,' linens, and other ' ^ 

textile Itema i... ........ ,,,,,, 

105. Evaluate the quality of the purphaaea wade, 

106. Determine from among several Iteaa of comparable qualitYf which is the 
best buy,......*. ; ^ 

107v lise unit pricing and other teohniquea to coaipare costs of items sold ' 
in different amounts and quantltieB.,^. " 

108. Detect potential health and safety harards in items and avoid purchasing 
them..... ......,.L.'.,.. 

109. Identify, use, and dirfect others to groups and o^anirations which can 
help them with consumer problems , 

110. Organira or take part in a food cooperative in order. to achieve savings 
in cost of grocery items;' ; L ........ , 

' 111.* Organize or use other cooperatives to achieve savings / 

112. .^Select living quarters to meet a family's needs < and circumstances,.-.. 
.113. Describe the rights and responsibilities of a tenant or iioma owner.... 

114 . Know what recourse a consumer has when a purchase does not function' 
properly; an item cannot be repaired; a purchase has health or safety* 
harards; an Item or service purchased is not as Advertisedi or services ' 
are not performed as agreed. or promised,..;..... ; 

115. Select stores and services moat suitable. to I fajiiliila'naeds'inr'''' 
circumstances.;........ ^ 

116. Locate the trua •^discount" stores ' 

117. Use acquired, talents as resources by doing One o/iiorQ'of'tho'foliow^ 
V making, alterlng,;and repairing clothing for family members; canning, 

freezing, and other home preparation of food;' making simple home repairs; 
' making household furnishings (bookcases, curtains, furniture,' slip covers, 
etc.); trading available services or goods to obtain other goods or 

services, : 

Ua. Analyze 'advertising and identify misleading material' .!!!!!.! l!!'^ 

119. Analyze, sales promotions and determine if real sayings are avaUaWe!'! ' 



• Column A 


A • 

' Column B 


Column C 


Mean rating by 
if women / 

'In.l55( 


Mean rating liy 

employers 
'(n-56) 


mt frequently named Job(e| 


• -i 

' |2.628 ■ 


0.764 


Social worker 

y * 


' • '2.483 ' ' 


0.764 


Home economist 


2.570* 


0. '04 


iiunC' ccunvJRiiSb 


2.570 


cm 


■ Purchasing agent 


2.792 




Piit^f^hAc^ lift ^^tltir\¥ 


2.917 


1.218 


Purchasing agent • 


2.785 '• 


:1.U1 


Purchasinci acent ' 


2.752 


• 0 926 






n lift 


nome cCononiiSL 


' „ o;959 


0.636 


Social worker 


}i050 


0.667 . 


Social, worker 


, 2,397 

' . 1 


0.796' 


Social worker 


1.-126 

■I ■ 

■1 ■ ■ 


■ 0.852 


Social worker 


. ■! ■ 
" 1 'i' 

2.205 1 

1 


1.109 




^ 2.875 . 


0.574; , 


si)cial worker , ' 


2.66f i 

- ■ ■ . I 


0.500 

f 

* 


Home economist 


i 

■2,664 


0.909 


Social worker 


2.541 , 


0.889 


Home economist 


2.633 ' 


0.852 ; 


Home economist 

/ ' ■ 




1 


■ f . 

, ' If 

./ . ■ ■ 



SUHMARV 



1- .: [CATION OF JOD-RELEVANT'^klLtiiSh', 



122. p^^ti^ 
125. Sfllcv • 
129- P^.t^r.!. 



' ^ options aivlfielfictthoflfliwBt appt^t^^^ 
s ♦J Kl^ciccumatancfls... 

•d2 and other forms of .credit wl8ely,,,;|t 

:o jhop for a loan br mortgage 

.void ordlt and loans.' 

^- -'ICQ policies and plans that are moat appropriate to a 
••II and circunatances 



• ^ '^icounts, aavinga, plans, and investniflntfi tllat beat meet a 

' and drcianstances. ; , 

quarters which »eet family tastes and needs 

-'iciliiar products or Mteriala.., 

i^jcniture needs,...,,,.. 

i;oIstery or slip covers for furniture 

130' t'^JliiJ';; mality when golectinq household goods and 'furniture 
131' ' '^e^^ents and floor covering needs.,. 

carpow and other floor coverings. 

correct conditions in the hotne which are fire or safety 



129. S«W 



132' 5^ 



133 



134- 



!).■• 
?( 
Wi 

135. 'S'" 
.136- H^- 

137- l>* 
' 130 . D- 

139. r 

140. c- 



on^-it;. : which increase the potential for fire (worn 

..a liquids, etc.) 

iid products tliat do not present hazards 

■lancu of aVhone..^ » 

jted 'jith !oo<J preparation and storage. 
I ;/;n3uiiier or monitor of consumption,*,,.,. 
■:3w to Evaluate and select real estate 



•J ri: 

••-■Kl 

il! 

-iii 



141. BJ-.^icii' 

142. E-'^^^bll^^ 

144. s^'^ov coinPai 

145* Sflrv(j aS ^ 



■I 



not performing, up to organizational 



-jorca • vard a counseling agency , 

^Ith liuividuals of diverse backgrounds,.,,.,!,.,!,' 

.;ith a person seeking advice 

;r those wl!:h problems , 

anf| board" jr those with problems., ,,, 

l46. p^Hiie%t.. ..pport ,,, "' 

. 147. ' I^JJt:.^'' ^ti individual's problems and aifflcuulefe'biVvarU^^ 

. ill- PH'.!^ the nonverbal cm and behaviors which "indlciie" tensions "or 

pfOjll^S.; ' 




I I, 



IDOITIFICATIOH ( .' l.ti—; SKILLS ■ 



ilKILLS. 



-LA. 



. 149. 

\m. 

151. 
152. 

,153. 

154. 
155. 
156. 
. 157. 

Msa. 

159. 
160. 
161. 

\6l 
163. 

164. 

,165, 

166, 

,167. 
^ 168. 

170. 

*in. 

172. 



Demonstrate queJtlonlng fli;lr 
D€ttonstrit« listcniivq skllh 
Encourago *thi developoent'o! ^ 
.1^" cwhnlqu^s which help^pc^.tjij 
Describe the, psychologicil ti^.%: 

"^technlquea 4jre baaed... 

Describe different counseling 
used , 



-o"^Iy..( V 

t'oroint.counsellitii 

./ hdw and when eac 



landle different tr 

i interview, and ui; 

roblem ; 

op/lew and backqrc 



Jj^JJJJ^'^^hniquefl to conr. . . :hc inter.; . H cbunaelin?' 

Oescrtbd the kinds of Infonnaticn necGasary : 

ot counseling problems. 

Take notes iinobtruaively during counseling cr 
these notes later in dealing ^iuh :lie client' 
Interpret aucH datVfor use 'in counaellng as. 

infonna^ion/ observational datai and test re:;_ 

Do referral counseling l,\ 7!! ! " 

Do intake or 'entrance intervlewi/acreS .nd'ilacane'nt.:^ 
'Detenaine the urgency of a probUr or concern ^ handle it appro- 
priately........ ..I......... . ■ m , 

Demonstrate the skills U'in'k.c^, * '^^ ' luaf^^ 
counselinfl, and therap/sltuatior. ^. 

Deiflonstrate the.skillB required ; , , .id '.ni'and'llfe' 
'Tulaanoe 

.Provide counseling services fo- IK. li.'iibL, pp; abte 
Respect jnd observe precaution, cor-rning rani . :lai'lty. of-'p^tlcn: 

and patient histories . 

Provide .support and guidance tn pationta"anc':h; ir' ^Miiiea'under'th.' 

supervision of a member of the religious mlniat:- ' ' 

. Help others obtain Information about their legs. ;:..:hia 7 
" Initiate Intery^ews with parents to acquire bas:.: ...pronation" f«"" 

pre-cu9tody detetmlnatlon.......^...... 

(Understand , and use techniques of grcup dynainlcs., " "' 
townstrato the ability to use apprqirlate- tecL'i.'r.aa'to'soiiriAter-"' 
liersonal pthbldg 

D«"wn;it^atA techniques to prevent or Itait'confiir betweeit"in-"""" 
divlduals;. I 

Deinonatr^te a knowledg'e of ^ndivlduai'gro^h'and ( ■/eloi'jl! ' 




Moan. rating. by 
women ^ 



2 Mi 

2.779 
2.54i^ 



1,336 



1.197 
L23B 



1.273 
^1.116 



1.017 
1.058 



2*2 



p.967 / 
;^.283 

r.33i 

L850 



10.675 
/ 1.211 

0.200 
1.5BC 

' /i;850 

' '2.008 
■ ,2.333 

\ 



2.115 ; 

2.115 
1.725 
1,588 

i,on 

1.077 ' 
1.096 

i.;i35 \:i 

1.269 \ 

.1.373 
1.240 
1.725 ., 

2.000 *■ 

1.173^^ 

1.327 
1.451 ■ . 



1.231 5' 



0.705 
1.038 



i.49r 

.1.577 
1.442 



/ 



Personnel worker 7 > 

Personnel worker ' ' 

Manager* 

Personnel worker 
Counsi2lt}ri, personnel worker 
Counselor, personnel worker 

Sunselor \ , 
unselor> personnel w5<keL 
Personnel worker, counselor 

Personnel worker, counselor^ social 
, Personnel' worker, counselor 
l^ersonnQrworker 

Manager ' ' . 

i Counselor ' r 

VCoufselor, personnel worker ' " ' 
Counselor, personnel worker, 



Cilgnselor 

Clergy , , 
Viwyer 

^Social worker 
l4^onnel worker 

If 

Counselor, managei 

Manager ^ 
Manager' , ^ 



*■.': •■ ' IDtMTmCATION OP JOD-KliLWAH'f SKILLS ' 

■ skills' \' ^ . ' '■ , 


Column^A 

Hean- rating by 
women 
(n.l23l • 


.■1 / 

. .Column 1) 

Mean rating byj* 
: Cffipldycrs 


V Column C * ■ . 
Hoat frequently named job(s) 


■MO. ^0«velop«„d Banfdin a ayiiteKf of evaluative wcatda of Job perfonnjnce. , 
i ■ 5°^" «d»lnl«tMtlon and perfqraince rAilswa for pald.wrkera. ' 
372; Handle out-phcements and terminations. , 

373. Conduct perforaanco reviews. ' y'""" ' 

374. Prepare a staffing plan and present thrwtionaio'for it!"!!!."!."'"""""' 

375. .Holp supervisors deal with personnel problems....." .i"; " 

.176, Maintain tijiie aiid salary* records for pjld wrkers;,','.'!!.'!."!!!!' ■' ' " 

377. Plan and iBpleinent programs for staff, developiient 

378. Review and- keep, up-to-date on changes 'In state and federal iiM for " " 
, . fployoe compensation and benefits 

m. Deal with'a.pioy89 relations. ptobleas ind"dovel^ if»"ti neet/^^ 

enployee relations. needs........ ' 

'JfiO. Plan aed Bonltor'a ret,lreinent pro^rai^!!!.'!'.'!^'!.'.'"!'.'"']"'.' 

m. Plan and taplement personnel f«;iol6, to. reilerHie^reg^^^^^ , 
r needed changes , 

382. Develop an tiif stive .actlon'iroitC'and'monitor'cpii 

m. Give priority to^tllose needs and problens which are uost important and 

■ PMctlcal to pursue., ....... 

3,84 . Select problem area Is) rolevant to orianiia« 

385. Dovelqp practlcar plans of identifying needs, time, costs, and per-"" 
sonnel...... 

386. Mainthe relitipnahip bfltv-ee|i,apirtioul«]ob^ 

\ aqcncy/prpgrajo goal..;..,.',... _ ■ ■ . 

387. Plan and organize cooperative and con.petikvB'activiti63"a^"kTO 
.each is appropriat^e ,,, ' 

389, Keiifl records qf individual and group p^ogrosL"!!!!!.'?!;!,"!!!,'''"''''^ 
389. Rinji<fs affectively ln,.high pressure Bltuations!!!,"^!!!!,"!!!!!".- 
J^OivUsa techniques tor crisis Mnagcment andwlesoribe why different "types" ' 
, , V(rf'crlsa3 require, different toohnlques.. ...^ y-' > 

391, Us^^otMs of conflict resolution ind deDcribe"when"ti'flrrimo"^ 
priatofA....',,, ' 

392. Meet accWabillty demands of others., .,!!",!!!!,'"'ii'"v"'"."'.^ 

W. Build goAwrklng relationships, with legislitors and iworment ' ' 

1' officials ilocal, state or federal)..,. 

35^1 J^P^and orqaniio coalition building.,.,,,, i!!!!^"""//,'];^/.'".' '",! , 
395 Vrdentify needs and oppcjHunlt les for volunteer Service ,' , ,!!",",","""' 
,1%. Enlist tjia 3up|«rt of the governing body and staff in the usa"of " "'"'" ' 

■ voluntours.. , ^4 . 


' 1,325 " 
0,810 
0.558 .'|, 
0,901; ■ 
■, 0,8'75' . 
* 1.190, ■ 
, ■ ,. 0.8^58, ■ , 
' ■, 1.134 ■ ' 

, 0.727 

■ '■■'^ 0.818' " 
.■ 0.182 . , 

■ 0.798 
0.574 

2.192 ■ 
,1.§74 ■ 

1.579 

l.5^5■ ■ 
1.3r4 . 

1.694 
2.017 

1.132 ' 

i.306 
1.957 , 

1.174 
i 0.817 
■'■ i:717 

, ■ 1.256 . . 


■2iOOO , 

■ 2. 075 .' 

• 1.885 
2.132 "' , 
01.925 ^ 

• ,'1.849 
'■2.019 

,. 1.943 

■' 1.942 

■ 1.668 
1.604 

■ 1.808 •. 

^.78a-, ' 

. 2.385 ■ 
2.098 

;' 1.943' 

1.755 

hm 

1.654 
2.2G9 

1;558 

1.538 ' 
1.925 ■ 

1.788 . 
. 'L120 
1.140 

. 1.020 \ 


ft- ' • 

Personnel worker, manager 
Personnel^ worker, manager, < i ' 
Personnel worker, manager ' ; • ' 
•Manager, personnel worker 
Manacer, personnel worljer , . 
Per' :^nnel worker, manager \ 
Petaonncl worker, manager . , ■ 
. Personnel worker, manager 

Personnel worker 

Personnel, worke?r " ■ 
' Personnel worker ' 

' Personnel worker 
Personnel worker ^ 

'* , ' ' ' . . . 
Manager . • 

Manager . V 

" ' ' ft ■ 

Manager 

Manager) personnel worker ' 

Manager, personnel wo;:ker. ' / 
Manager, personnel worker 
Manager 

'/ ' * ■ ■ 

Manager 

Manager, personnel worker " 
Manager . ' , 

Manag,er •.■ ' 
Manager 

Manager ... ' 
Manager . . 
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SKILLS 




307^ Socuta MBources, huun and physical; .,,,'„, 

3%. Prepar* lob dascrlptlops.. .;. i 

3M. Select 4nd/or recruit Indlvidgals'forTwriaty'oMobL'!!!! 

M, Prepare advartlBements to rectMit personnel ,.' 

401. Develop »nd gae techniquea which will nlnlffllze conflicts'botwoen""'" 

..w 

Provide orientation to porsonnal new tOiOrqanliation./.....!.!!""!'* 
Arrange for and nonitor ^tho job training of parsonnal, . . " " 

loSu'rl'v^l"^' °' W^^^l"! principle, whkh'iom;" 
people's bahavlor in work altuationa ^ 

Prepare cost eetin^tos for the use of piHonnoi'and'their'tke'"''''' 

!n2ionI!!.!!!!;!!!'"''"'" pi^™ for fierson;;i" 

408, Organlio cflmlttees to carry out'tasks.". 

409. Abide by organl^tlon's standards !!!.7..''" 

durtW**^^"'' '° ^''^ «rkera'invoiv<^ 

Prepare staffing need ptoioctions'on'tho'basia'orhlStior 
..survey data and analysla....... . 

PHYSICAL. HECIIANICAL ' ""*" 

412v Know how to caro forfand Mlntain' the materials and equl^ent used ' 
. 1" « tiMo or an . organijation. 

Care for and oake nilnor repairs on an*autoiiobilo,"« oihw v^^^^^ 
Demonstrate knowledge and skills in nasonry.work. . . . 

Point, wallpaper,, or panel a roora... .............i. 

w. Wy windows and replace broken panes of glass...... 

' SZeSi'T'''': • ^" '"'^'''"^ constr;;;;;;:::::::: 

113. M«e mechanical repairs on household lteiii3.v... 

,4J. ;«ate knowledge and akllUnMklngelectriMl"^^^^^ 

4 . .construct or repa|; fences,, anj other outdoor features " ' " " 

■4. . toonstrate knowledge and skill in nuking plumbing repairs "■ 

. Ceaons rate knowledge and, skill in papering, paintlng\ and plaoterinq" 
424., e^onstrat* knowledge of safety precautions required y f«t a ' 

. hazardous' activities in the km and In recreation ' ' 



402. 
'401. 
404. 

405. 
406. 

407. 



,410. 



411. 



41]. 
,4U. 
415, 



.1.010 
1.347 
1.639' 
0.883 

1.314 
1.686' 
,1.322 

1.582 
0.65G 

0.582 

1..719 
2.050 
2.421, 

2.008 

0.943 



ColunnD 

Mean rating by 
employers 
•(n=-56) 



(? 

1.941, 
1.920 
V 1,902 
1.615 

1,.M9 
. 1.686' 
1.765 

1.392 
1.373 

1.451 

1.M5, 
1.627 
2.380, 

, J.020' 

, 1.529. 



2.545 


■ 1.520 


1.074 ' 


1.286 


0.421 


■ ^ 0.'96O 


1.967 


r.286 


2.445 . 


' ' 1.714' 


0.636 


1.082 


0.918 


1.460; 


1.239 


1.020 


0.5B2 


, 1.380 


0.730 


1.020 


0.642 . 


1.3B0 


1.731 


1.327 


2»250 


." 1.039 



Column C. 



Most frequently named job (s) 



Personnel wotkeri nianager 
Personnel worker, manager 
Personnel worker manager' 
Personnel worker ^ " 

Manager, personnel worker i 
PerBonneL worker 

;Personnel worker 

Manager, personnel worker 
Personnel worker, manager 

Personnel 'worker, manager ' 

Manager 
Manager , , ^ 
Manager * : ' 

* " ■ tf 

Manager 

Personnel worker, manager 



Maintenance supervisor 
■ Auto mechanic 
Mason * 
Maintenance supervisor 
Maintenance supervisor : 
•Maintenance supervisor 
Carpenter- 

Maintenance supervisor 
Electrician 

Maintenance supervisor 
Plumber, maintenance suf^ervisor 
Maintenance supervisor ■ 

'Safety inspector " 



DATA SUMMARY 



niDITIFICATIOM CP JOB^ RELEVAHT SKILLS 
. ! ' : 



10, 



mils 



M\ Repair Ax raplaca flooring. 

426. UpholaUr turnlture and nakd slip covers • ... , , 

427. Demonstrata akilh used In producing clothing or homa textile 
products,..'..** ■ 

420. Deawnstrate akilla and knowledge related to maintenance of wearing 

apparel and hooe textile prodiictB, , 

i'ROBLEti SOLVING / ' ' 

429. 1130 problenj solving and doblsion making skills...! 

430. Identify channels to change 

431. Select methods and data which will docunient the need for change. " 

432. Identify areas where change la needed...... 

433. V Develop plan(3) for Investigating. a problem area 

,434. Conpilo a list of specific needs or problems within a problem area'.... 
435., Identify and obtain infornation about one or more of the followingi 
the groups affected by a problewr the sources of power which can 
facilitate or block the iopleinentation of change i and tho existing 
pcograns, resources, and other factors which impact on the problem...." 
436, . Assess the impact of different factors on a problem area by various 
data collection techniques 'Such as interviewing, surveying/public 

discussions, etc 1... ... ..i... 

Describe problem area(s) for purposoa of program develoFgiont.,.. 

Define and delimit the basic issues In a problem area,. 

Demonstrate knowledge of the processes of change 

Demonstrate uMerstanding of the legislative process and how it can be . 

used to implement change, , , , , , , , , , 

Demonstrate knowledge ''of the lawjj and customs applying to lobbying,,,* 
Honitor legislative bodies', public institutions' and agencies' 

actions relevant to the problem,,,,*. ..; 

Develop techniques to maintain change 

Cenbnstttte knowledge of the basic concepts relevant to an issue 'in 
fields Tuch as legal rights/ housing and community planning, education, 

environment, aid welfare and social services,,. ' 

•Identify the^levant constituencies concerned; with a problem '(both ' 
pro and con) and, describe their position in relation to the problem.,, 
446, Identify significant Individuals and groups (such as community leaders, 
government officials, ^and^ legislators) wllo can help to implement change 

. iri^ specific problem area,,,, \ 

447. , Use conUcts constcuctiT/cly when seeking assistance with a ^oblero.. .. ' 



J37. 
c43B. 
439. 
440. 

[i- 

441. 
.442. 

.443. 
444: 



445 



Column A , 


Column 0 


Column C 


Mean rating by 

women 
, (n»1221 


Mean rating by 

: (nnSfil ■ 


. Moat frequently^ named job (s) \. \ 


■ O-SO] \ 
0.910 


1.100 ' ^ 
0.780 


Carpenter 

Furniture upholsterer ; . 


•1.861 


0.918 


Dressmaker/tailor 


2.377 


. 0.792 


Dressmaker/tailor 


2.777 
2,377 
2.131 ' 
2.408 
. 2.140 
2.117 


' 2.408 
. 1.900 , 

1,820 

1.960' 

i.900 

1.740 


y, Manager 
Manager 

Manager " 
Manager • ' 
Manager 
^ Manager 




■ 1.720 


Manager J ^ . * , s 


; 1.525 
• • 1.607 
, . 1.689 
1.861 


1.6ePl 
1.795. 
. 1.694 ^ : 
.1.735 


Jlanager 

Manager • 
Manager , . 
^Manager , . . .j 


: m 

L ■157 


1.53L 
1.417 


hanager ' \ * 
^Manager 


1.115 
1.418 \ 


. A. 604 . 
' 1.479 


Hanager \ ^ 
Manager . / . 


1.702 


■I 

1.429 


ttj^nager 


1,628 


' 1,521 


A ' ■ ■ 


1.717 
1.907 


1.490 • 
1.939 

f 


Manager ^ 

Ma|ager^ ; ^ , 

' ♦ ' ■ ,' ■ ■ * ■ • ■ ' 
■ ^ k . . . , ■ 
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19 



J 



SKILLS 




Coltonn c 



. Most frequently mcA jobfs) 



RESEAliCII AND hltMH * , 

448. DemonstrAtM knoyledge o£.and the ability to uoo a library and oth'T 
r««rke raaourca 

449. 'Doacribfl toethods of reawrch Investigation..;.... .4...,. ,,,, 

45a. Gather Inlorwtlon b| conducting Intervleva^ confitntlng facts, Identi- 
fying trends, and locating' background data 

451. Linlt^the focus of research by conceptualizing lajueo) defining vari- 
ables, operationalhlhg meaaurea, identifying' the unit of analygU, k 
and generating hypotheses , ,,,, ; 

fe. Collect background information 

453. Develop and. maintain a library or collection of raoearch matorlaU.. 

454. Plan roacarch by salectlng a' research deaign, sampling Cechnlquaa, 
and eurvey techniques....... ,,,,,, ' 

' 455, Obtain data..... ......!(., 

456, Ptoceaa data * , \^ 

457. Make Inferences frondata , 

45(1. Make conclualona and recomniendatlona from data..., 

459* Analyze and, auaiiMrlze data ...^m.... 

_ 460. Obtain and verify roiitlne factual Infonaatlon from individuals........ 

' 461. Make field investigations and prepare related reports..,......, - 

462. s Reaearch and identify^ the technique, period; and origin of various 

textile, clothing, aijd/or Iwusehoid items '. 

463. rduntify or obtalft information about .architectural and home furnishing 
styles of historical (Jr regional Interest.... /....I........ 1. 

464.. Assist with the developuiGnt of bibllographlea or other lists ot library , 
wterldla on aelected\ topics , ,,,, 

465. Hcsearch genealogical and family history rccord3.^ 

466. Help library users locate matarlals by use of the card catalogue ' 

467. Help with library or mJoeuai user services .....i 

46Q.. Obtain local, regional, cultural and/or social history Infonnatlon 

froQ letters, diaries, newspapers, and sljallVr sources ^ 

^69. Prepare reports containing factual' data and documentary or other 
evidence... ...............y^..... 

470, Assist in the purchasing and processing of library materials 

471, Assist with the circulation of library materials ; 

472, Assist individuals with handicaps (e.g., vlaual) in locating and using 
special library material|i which will meet their needs. ^ 

^ ' ■ • I ' ■ . . . , ■ 



2.529 


1.824 


1.653 


1,412 


1.758 . ' 


1,620* 


1 325 








1.B18 ■ 


1.612 


1.074 / 


1.380 


1.901 / 


1.004 


1.661 


1.804 


1.725 


1.760 


1.758 


1.765 


1.769 


1,706 


1.792 ' 


./ 1.627 


L311, . 


1.529 


0.876 


. . 0.740' 






0.959 


0.600 


1,149 


1.098 


0.769 


0.667 


1.243 


1.306 


0.083 


■ .1.100 


0.867 ■ 


0.880 


U479. 


' 1.440 


0.683 


1.431 


0.934 


1.353 


0.413 i 


0.980 



Librarian 

Harkel research analyst, librarian 
Market research analyst ' 



Market research analyst 

Market research analyst 
Librarian 

, . ■ 
Market research analyst 

Market research analyst 

Market research analyst 

Market research analyst 

Market rcMarch analyst " 

Market research analyst ' 

Market research analyst. 

Market research analyst 

Librarian, 
Librarian , 

Librarian ^ . , 
Librarian ' 

Librarian ■., ' . 
Librarian ■ . 

Librarian • 

Manager 
Librarian 

Librarian, library assistant 
Librarian 
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PATA suwAny . 
IDUITiriCATlON OP JOB-RELEVAIIT SKILLS 




ilrl!".!!!.!!"!';!"'"''";' """^^ groups 

J^«<l». ?tc. (or specific groups snd/or activities . 

470. HrltB rmarch report |g).... ........... 

470. . Dliscffllmte r.aearch rssultB to"amiito"w ' ■ 

TOCIIIIIO, TRAINING , timow. ,' '^V' ^""P'' ^ 

480. Identify training needs ■ . 

401. Train othen to do apooltlc Hie) "or" taak'u) "" 
482. Hake a trsininq plan " 

48J. j«p^"*ndev.iwte:::M;;;';;;;;i;i;;";^^^^^^ 

. Oevelup traln;r... ..anwij foe other trainers to use 

4B5. Administer a craning program ■ 

486. Conduct a tralniw aasslon.. ' 

m S th, P«'"onal development.' 

Z , Pf°9™« of others.,.....'}..., 

m P ! backgrounds and experiences. 

. stabUsh a good working relationship with a learner. ...... " " " ' 

. """IcPMtlva studenfattitudes toward learning....... 

4')]. .Encourage and support a learner.... ■ ' 

405. Identify learner nel^s and difficulties. ... 

406. o«te™in. learner intorcsts and plan InstructlonaUctlvIu;; "^oiiid"" 

497. Plan a leoaon or series of leaoons'i!.'.".".""" ■ 
49B. Pace instruction' at a spued appropriate to"tho"lMtner.'.";!."' '! 

Set and monitor Instructional objectives,;. """ / 



0,868 
1.356 

1.042 
1.475 
'1.190 

1.876 
2.124 
1.659 
i.275 

0. 017 
1.209 
1.622 

1.675 
1.261 

1.571. 

1.517 
2.347 
2.400 
2.595, 
.2.311 
2.375 

2.157; 

2.132 
'2.107 

1. HO| 

2.041^ 



1.412 

. U400 

1.280 
1.406 

1.240 
1.389 
1.320 > 

L795 • 
'1.'918 
1.620 
1.480 
1.449 
i.563, 
1.667 

' 1.560 
1.347 

1.46q 

1.460 
1.620 
J.460 
1.680 
1.300 ■ 
1.560 

1.408 
1.58.0 
L540 
1.S40 

1.5801 



Librarian 
' Librarian • 

Librarian ^ 
Librarian 

Librarian 

Marke: research wockor 
Manager 



Personnel worker 

PereonnelYirker'/inanager 
Pereonnel Worker 

Personnel 

Porsobel vorkc^ 

Personnel' worker 

Personnel worHer 

Personnel worker 
Personnel worker 

Personnel worker 

- Personnel worker 

Personnel worker 
. Personnel worker 

Personnel worker 

Personnel worker 

Personnel worker 

Personnel worker 
Personnel worker 
Personnel worker 
Personnel worker 

' Personnel worker 



. ;■• ' . • , j| > DATA 

' , ' dPtlNTIPimiOtl OF iOB'RELEV KIir SKllLS ^ 

, — ^ 

Ml.; D«ofl,tMt« knowledge of learning thoorlM Jnd feir/appUcatlon... 
503. Ommutt knowledq. of taaching wthods and mtMiU . 

,50>. Ev*iu4ta Uirnor proqreas 

506. UM quMtipnliv, techniques Wroprhto"to"initriictlona objM^ 
507 . 0«Qn»tMte 4 knowledge of bmn growth and developuent. .... 

JwSdee!! ""^^ ' ^''^"^ '^^f "'^ 

■ 509. l>Un a group program.., ,,,]^ [\\]\[ 

. 510. Adaiiilater or direct a youth prograji^" ' 

511. Votk with Bclcol 4ge children. \' 

, 512. Work with preschool age chll<j4.....!!"!!!!»iv\""."^^ ■", • 

513. Teach qaaes, crafts, .ongo, dancea, kterper80nai"ikliisi"8ociiiiia-"" 
tlon, and democratic process ] 

514. Develop and use technlquSs which 4to'iMcwiositi«d"pmidM 

<;uMlon 

515. ^ use audiovisual naterlaU In wnJunctio^wiiihctuHs"^ """ , 
5 *. .P an and prepara a nuseum lect«re-tour for children and/or aduiti!!.""; 

M . Plan 4 Buseum lecture-tour to neet specified educational oblectlvea... 

518. Develop .written aaterlals for useln lectures...... .; 

519. Know the criteria on Ulch to judge lecturers...... 

520. • "Uead tha^natureVora group durlng the first ten'niniites'ofTieotuh 
. 4nd rodify the remainder of the praaentatlon as appropriate. 

. " IJ;"'^,'!"' *"'*'™"''" 5lven In a lecture to suit audiences of various, 

522. Deliver a lecture without notes burfoliowl^ a'suiated'outilne!!.^"^ 

WJ. MslJt with programs and workshops for vjlun^-nRrij. , 

524. organlreor take part in "living history" ^...rayaisiiiiiiiL.'iii!.'' ,, 

■'■''(. . ' ■ ■■".■< 




Coliinin A 

Mean rating by 
wwen ' . 



Colmnn D 

Mean rating by 
ployere 




Column C 



Host frequently named job (3) 



2.212: 
'2.066 
1.556 
, 2.388', 
2.3l(^ 

2.388 ' 
'2.375 

, r;8oo 

0.893 
^ ,0.782 
1.767 
1.S33 

1.669 

1.777- 
1.850 
' 1.826 
0.48B 





5' . , 




1.300 ' 


Personnel worker, 


teacher 


l.'iBO 


ACtoOIUIbi WOlKSr, 


teacner 


1.275 . 


Personnel worker 




1.080 , 


Personnel worker 




1,300 


Personnel worl^er^, 


teacher 


1.353 


Personnel worker 




1.314 


Personnel worker 




1.440' 


Personnel worker 




1.608 


Personnel worker 




1.224 


Personnel worker 




1.245, 


Teacher 




1.080 


Child mentor 




'1.140 


Child mentor' 




1.480 


Personnel worker . 




1.571 ' 


Personnel worker 




hOOO • ' 


Personnel worker 




1.143 


Teacher.. ' ' , 




1.442 • 


Personnel^orker, 




1.080 


Personnel workbr ' 




.1.216 


Personnel worker 




1.275^ 


. PerscJnnel worker 




1.431 . 


Pmonnol worker ; 




1.060 


Manager 




0.600 

1 


Personnel worker 






> 
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Table 2 



.Project HAVE Skills 



Sumniary^of Background Information from R espondents 



•Where do they 



to Women ' s . Questionnaire 
'(n = 122) 



jfive? 



35^% Suburb 17% Small tovm 

l'2% Northcentral > 16% South 



34% City 
56% Nori^'ifeast 
. • • » • . -k 

Race/Ethnic origin: 

^ , - ■ ■ ' ■ 

* 8% Black/Afro American 

2^ American Indian/Native American 
87% White ^ , • • 

2% Other ' .* ' ■ . 

Highest level of edueatiori: " 



12% Rural area 
16% West . 



L^ss than 12th grade 6% 

High school graduate ^ 17%^ 

Some ^college 19% 

V College graduate 25% , ' 

^ . Post baccalaureate study 12V 

Post baccalaureate^ degree .18%; 

NSnjber of children: 

. 1 • 14% . ' H 

2-38% ' . 

. 3 • 21% J -^ \ , 

4 • 11% 

5 - . 5% 

Have they ever: 

a. Done voluriteer work? ' Yes 
V h.' forked for pay?'\ Yes 

Median age: 30-34 ' ^ 
40% over '35> • • 



■i 



92% 
93% 



■ 5 



2 



Areas and Types of Volunteer Work Experienc 



Health 



Ai±nini5^rative 
Socialization , / 
Indirect sqrvi^e 
Direct service,^ 
Othfer-^ 



Number ^reporting ^ 



9 
7 
18 

■"is 
i 



Education 



Administrative. 
Socialization 
Indirect service. 
Direct service 
Other 



Justice i 

Citizenship 

Recreatilon 



20 
4 
32 
41 

8 

^3 

9 



) 



Administrative 
Socializatj^on 
IijKJirect^ sjervice-' 
Direct, servipe , 
Other • 



24^ 
4' 
10 
39 

8, 



Social Welfare 

Administrative 
Socialisation, 
Indirect service 
. Direct. -Seryice 
Other . - ' ^ 



12- 
1 
6 

42 
7 



/ 



J Civic r Community Action 

AdmjLnistrative 
Socialization- 
Indirect service 
\, Direct service 
Other 



16 
7 
12 

8 . 
15 ^ 



» r 



53 



. . ' . - ' Nunrfaer reporting 

Religious ^ ^' ^ . .^^ 

Administrative . 17 

jSocialization ' 3 . 

Indirect service 12 . 

Direct service ? 28 
' Other ' ' 9 j ,.. . 

? Political 

\ . ■ - • '* , ■ ■ . ■ _ . . • • . 

Administrative . ; . * 13 ' 

socialization ' J ^ 

IndiYrect service 21 

■ ■ ■» Direct service 6 



ofehe 
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SuiTgnary of Frequently Reported Paid Work Experiences 

/ - ' • ■ Number-; reporting . 

■ .'*'■■ " ■ ' "" ' "'^'u ' . 

Counselor ' - - 11 

Medical therapistf assistant 15 ' ■ 

Academi^c administritor^ 12 . .t- 

Secondaify school teacher / ^ * 10 

pjjiementary school : teacher * , ' 14 - . . 

Home. Economist , > 27 ^ " 
'•^ciaL worker ■ -J -i^: ."■ ' ,/ ^ ' . ' 
^..Secretary- . '^%^.:^^, '. ' 25 'jj . - " ^y''/-'-- 
•Ifypist ■ •■r^^v.. • . . 10 ■ ■ '■ 
''G^ricari work. " ' ' . ■ 17 " ■ ^. ' ^ 

Cashier. • . / ■ ) 'S^^" 

Shipping clerk / 17 

.Manager' ^ . / ^ \^ . 22 

:Baby.. sitter \ \^ ■ ' 

Waitress ' , 24 ^ 

N^ses- aide . / , 11 



Table 3 



Respondents to Employer Survey 
' (n =*56) 



No. 



Percent 



Nature of Business 



, Agriculture, ' forestry, fishing, mining 

Construction- , \ ■ ^te 

, ^fanuf acturing ; 

Transportation, Communication, 
EleC?:rical, gas4 or sanitary 

Wtolesale, retail, trade ' 
/Finance, Insurance", Real Estate: 

Services . - 

Misceiianeous, unclassif iable 



1 
0" 
13 

8 
2 

.1 
29 
2 



1.8 

;o.o 

23.2 

14 . 3; 
3.6 
1.8^ 
51.^8' 
• 3'.' 6 



Sizeof Business (number of employees) 

Fewer than 100/ 
WlOO-999 ' ' . 

7 1,000-9,999 
/ 10,000-99,999 
: ■ . 100,000 or more ^ 



15 
15 
12, 
13 
1 



26'.8 
26.8 
21 .' a . 
23.2- ' 
1.8 



Location 



Northeast 
North Cent^i'al 
South' 
es,t 



Respondent's Job Title 



-J 



25 
, 7 
11 
f 13 



44.6 
12.5 
19.6 
23.2 



Personnel ^Officer 

Other administrative officer 

Other-' 



24 
22 

1"0 



42.9 
39.3 
17.9 



■ : • * r ' Table 4 ; 

■ Intercorrelations of Skill Group^^as Rated by Homeinakers 

,1- 2 3 4 5 6 7 8 9 



10 11 12 13 



1. Animal Gare — 

• >. ■ ■ 

2. cierical' 

3- Cortynunic^ation 

4. - Q^nununity 

5, Consumer . 
64^ Counseling 

7.' Design ^ 
8« Emergency 
9. Financial 
10: Food 

11- ^Fund raising 

12- . Health care ^ 

13- "Horticulture . 
14^; Legal • 

15. Management 

16- Physical 

17- Probl^ solving 
18 . Resear 
19". Teaching 



" .31 .69 .26 .53 .40 ,35 



.40 . 57 .38 .47 



.59 



— .38 



.58 



j0f 



.39. .45 .37 .31 



Significance lisvels: p. 05 = .'195^\p. 01 = . 254 

.n « 122 . . ^ 



14 



.20 .28 ..31 .18 .27 .30 .42\ .31 .31 . 28 . . 26 . . 25 ; 35 ' 
.37 .20 .15 .19 .04 .03 .32 .12 .28 -r. 02 4.03. \20/ 
~ .53 ..10 .51 .t)8 .22 .25 ' .14. .58 .06 .15 .26 



.56 .39 .15 . .54 
.17 .66 .47 .32 



— .35\.45 .^l .44 .38 :42 --.17 .43 



— ' .35 .43 /. 59 ^18 .52 .46 .32 



.37 .59 .21 .48 



.68 



. 27 ' . 69. .44 ' .30 

— .28 •'".19 .49 

.36 .35 

^: 4^ ii5 



rs 16 07, . 18_ 19 
,25; .45 .'12 ^.38 .31 

\is \\i : Ll9 .28 .16 

j 

.65 .13; -57 ^-48 .50 

.61 '.28 .49 .45 -52 

.27*^ - 36 -22 -36 -.43 

.66 -26 .52 ,.50 -65 

-27 .-36 .17 ' .35 .4Q 

.-^34 .40 .23-5 *'-30 .44! 

.51 .43 . .49 .58 .51: 

.33 .35* .20 .39 .50 
■ j 
.64 .28 .55 .49 .48| 

.37 -39 \23 . -31 -Slj 

.11 .28. .16 .27 .21j 

■ \ 

.53 .38 .48 .55 .48| 

■ ■ i 

— ^-31 .80 :65 .7l| 

> . j 

-- .,40 .40 .38| 
. V -- , .71. .58i 



.651 
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Table 5 ' 



Intercorrelations, of Skill Groups as Rated- by ESnployeys 



'J* 


2 


2 




5 




: 1 


2 




IQ 


11 


12 


13 


14 


' 15 


16 


17 


18 


19 


1- Animal care 


.06 


.35 


.65 


.68 




67 


.48 


.27 


. 52. 


.43; 


.54 




.61 


.30 


.49 


.40; 


^4'7 


,56 


2, Clerical 


— 


.42 


.29 


.36 


.45 

» 


.29 


!.40 


.49 ' 


.16 


•37 


.32 


.29. 


.36 


a 

.49 


.42 


.48 


.51 


.39 


3, Cominvinication 






. 62* 


.56 


.66 


.47 


.50 


y 

755 - 


.20 


. 60 '■ 


.40 


.37 


.44 


.66 


.40 


.75-' 


.61' 


.63 


4 . Cominxinity 








.84 

« ■ 


.83 


.77 


.67. 


.47 


.63 


.13 


.77 


\64 


.68 


. 57 


.65 


.75 


.69 


,72 


5. Consumer . 












.80 


.62 


.52 


.65 




r'71 


.62 


.^8 


.:53 


^58 


.67 


.62 


.63 


Counseling. 










— 


.69 


.71 


.53 : 


.52 


.68 


.71 


" -59 ^ 


.66 


.70 


.61 


-.83 


.71 


.77 


7. Design 














.74 


.61 


.67 


.76 


.86 


.73 


.82 , 


.^7 


.75 


.67^ 


.72 


.7€ 


8. Emergency - 
















.69 


.54 


.63 


.78 


.61 


.79. 


. 67 • 


.65 


.77. 


.75 


.75 


Financial 


















.33 


•57 


.53 


.36 


'.71 


.79- 


.68 


.74 


.'72 


.. 66 


10- Food * - , 




« 










0 






. 58 


.77 


.58^ 


.54 


.34 


.58 


.52 


.56 


-.53 


11. Fund 'raising. 














- 






■ ' 


.75 


* . ■ . 
.63 


.65 ■ 


. 58 


.65 


.71 


.70 


.61 


12. Health care 
























.79 


..79 


'.'61 


.77 ' 


.71 


.75 




13. Horticulture 


























.67 


.43 


.59 


..56 


.'65 


.55 


14..; .Legal 




























.70 


.74 


.77 


.74 


. 7£ 


15. Management 






























.64 


.85 


• 

.77 


.71 


16. Physical 


























%' 

■3 






.69 


.84 


.75 


17 . Problem solving 






























■> 






. 82 


» " ■» • • • * 
18. Research • 




































;8i 



19. Teaching 



Significance levels:" p. 05 = .273, p. 01= .354 

n = 56 . .' . ■■■■ . : ^ . . . ■ 
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Results of Factor Analysis of Homemaking ar>d Volunteer Work Skill 
. (Loadings of .35 or higher) . ■ * 



A. 


Animal ^Care . 




Homemakers 








. - 1. " . 


II 


TTT 
-L -L X 


J.V 


XT 

V 


1 . 
2. 


« .50 


.35 


r ■ • -. 

;\ .46 • 

.83 






. 3. 






.84 












.84 




V ■ 

— — . XV 


s. 


. ■ • — \. 


l68 

y 


i39 


' — . 


■■ ■■ 


. 6. 




,79 










- .43 


>.'69 




.36 , 


_/■■■■' 




.43: 


.68 




— — 




9.. 




\ 

v- 

- • 






- y 

.75 


.^'lo. 


.^48 


/^•51. 




.35 




IK 


.*68 




.47 






'12 
13. 


« CO 

>>• . DO 

.55 ■ ■ 


148 


• ' ' ~~ - ■ 














.62 


• 


.Mr. 


. ' . 69 

♦ 










16. 










.86 ^ 


17. 








.74 




18. 

19. 

. ■ > . 


* .66 

-a- ■ 

, • . .68, 


• 48 


■ V '■ 
.47 




p 


20. 








.67 


.39 




.58. 
.71 
.74 
.84 
.89 
.81 
.51 
.73 
,,-38 
.45 
.41 
.62 
.71 
.66 
.70 
.64 
.66 
.42 
.52 



.39 
.76 

.87 

. 81 

.78 

:46 

.57 ' 

.59 

.57 

.63 

.60 

.68 

.65 



Table 6 
tcontinued) 



B. cTerical 



21. 

22. f 



23. 

♦ 4 

: 24, 

25. 

y 26,; 

27 • 
^ ,28. 
29. 
' 30. 



Homemakers 



. I 
,62 
,39^ 



.63 
.62 

.62 
.70 
.78 



II 
.58 
.70 
.82 
.74 
.41 
.53 



.44 

i- 

.41 




ers 



II 
.75 



.85 
.85 
.83 

.56 
V 

.46 
.56 



.86 
. 60 

.76 

.62' 

.36 



III 



.3.9 
,56 
.83 



V 



f 



ERIC 



C. Coinmunicatibns 

. ^ Homemakers 





I 




• TTT 






AQ 








47 
X • f* / 












34, ^> 


*.36 


1 

.51 


.59 


35, * 


^ 71 


• f* u 




36, 


.68 




AA 


37 • 


. 52 




m DU 


38. 


.71 






39. 


.70 






'40: • 


. 54 






^ - 

.41 • 


. 66 


. 52 




42, 




.67 




43. 


\ 54 






44. 


' .44 






<• 

45. 


. 37 




. 00 


46. 






7 Q 


.47. 




.72 


.41 


48. 


.39 


e • 56 


.40 


49. 


.55 


.53' , • 




5Q. 


.73 






51. 


.69 . 






52:. . 




.47 

. . " '% 


• 50 



Table 6 • 
(continued) 



'IV 



.35 



•y 





> 












Employers 




* 


.1. 


II 


III 


IV 


V 




.72 










.83 








'.50 
— 


.65 
.72 


■■ — .• 
" — 


. — 


— 


.74 


.42 








.75 




. — ; 




. ■ — . 


.71 


\ \ - 39. 


, ■ — — 




— 




.58 







.40 


.45 


.63 


' .38 






.56 
.76 








.59 


.1 

.44 
.36 


.53 
.57 
.61 


.54. 


• .52 




• 38' , 


* -47 


.53 . 
-.85. 




)* _ • 
-- — 




■ 


.81 


/ — 


- — 






.71 


.43 




• 55 
— 


•^^5 
— 


. l_ . 


.38 
- . 64 


.40 
.68 
.35 


.52 




.59 







61 



Table 6 - 
(continu«3) ^a-, 



Communicat'ions (continued) 



* 53.. 
.54>' 

55. 

'J . ■ 

56. 
57. 
'5>. 
■ 59. 
60. 
61. 



62^. 



I 

.42 
.54 
.56 



Homemakers 



II 
.53 
.38 



.43 

,70 
,60 



III 



rv. 

.36 
.66 
.54 
.47 
.47 
.56 
•74 

.50 
.62 



I 

.63 
.58 
.84 

.85 : 

.81 
.68 
.73- 

.53 



II 
.40 



Employers 

III ^ IV 



r.: 



,50 



.54 



.44 
.46 
.37 

.74 



.42 
.45 



.42, 



ERIC 



■J 



"r . ' \ Table 6 ^ . . ^ 

. . ' " (continued) — ' ' . ■ 

■ 1 . 

D« Communitfy Resources ; 

Homemakers Employers 



I ' 11^ III IV • ^ I II 

-63. . , — — . .73 " - „ 



,69 



^ — .85 



.86 



72.- ' .76 



•73. ; •. .59 ' ,— ^ .37 .49 — .68~ 



76. — .64 .37 

77. V, - .68 .35 



« 



78. • . — .50 . .46 .40 

■ "V ■ . ■ 

79. _- .62 ■ .41 

80. .53 .61 ■ — 

81- . — . . .82 . , — ; 

82. ■ ■ .68 .47 — 1- — 

83i • . — . . .62 ' ; -- .40 



^ .82 
.76 



^j' . . . -40 .49 .39 \ — \ - -. .8^ 



•85. . - . .75 



86. . .41 . - .65 /. .76 



■ 0°7. ,. ' — .35 . — ' ■ .76 . • ^ .77 .40- 

ERIC ^ 6:] 



III 

.78 

.64 .58 



64. , - .64 — . .53 • _. • 

65. ^ .73 - - V .49 

66. ^.78 — .38 -4 

67. ~ , — .68 X-- — 

■ 7 ^ . 

68..- . .73 ^- .- y-_ ^ ■.50_=-,72 

69. - / - .'63 ■ ■ - -- -.77 .52 

70. - — . : — . .80- — ' : • . .46': >.78' ' . 

71. . -58 _ • - .59, ■ • ' .41- -^.71 ' .36. ^ 




.73 . • . .36 



60, 



74. .43 .43 .55- - V .41 . .72 Ml 

75. . . ~ , ■ .37 — .77 . -- 



. 74 — 

.81 .43 — 

.64 .37 •.52 

.84 - 



.73 ~ .44 

.79 



.82 



Table 6 
(cxinti'nued) 



Consumer Economics 



Homema'kers 



I II' III IV V VI VII VIII IX X XI XJI XIII XIV XV 



88. 

i-. 

89. 

i 

^b. 

91. 
92'. 
93. 
94. 
^5. 
56. 

98. 

99. 
100. 
101. 
102. 
103. 
XD4. 
105. 
106. 
i07. 
108. 
109. 



.78 — 

f . r 



— ' .74. — 

— 186 — 

— .65 — 



.54 t — ~_.36 
.74 • — — — 



.46 



.46 



.50v — — 
— .43 — -- 



.85 - - - ~ 



r58 




.85 • — ^ 
.82 — 

^75 — — — -- — ♦ 

« 

— — ~ .65 ~ -- — — 

— — — .79 — -- — — 
^- ~ — .73 — — — 

.42 — — .66 — — -- — 

~ — .56 — ~ — .35' 

— — .47 — .44 ~ — . ~ 
.39 — — — -- — — .42 



-- .46 



ERIC 




.7? 
.78 

.70 
.80 
.86 
.91 
.79 
.84 
.36 



7 



35 



— ,73. — — — 



35 



-.41 — ^49 %48 — 
..73 „ — 



,35 
,39 



48 — 



— .43 —.65 — — 

74 * — ^- — 

59 — — ^- r- ~ — — 

69 ~ — -- . 35 . — — 

39. — .64 ^ — ~ 

— — — ~ — .78 " — 
;~ — .'80 — ~ 

„ ^43 — : — .61 •. ~ 

- .42.36 .41 — ~ 



6 



Table 6 
(continued) 



£• Consumer Economics (continyed) 

■ p 

■ • • . Homemakers 




ERIC 



8 ' 



, .. - Table 6 : 

(continued) 

Consumer Economics^tcontinued) " , 

Homemakers - . 
MI II III IV ^ V VI VII VIM IX X XI Xli XIII XIV XV 



131. 
132, 

r 

133. 
134. 
1>5. 
136. 
137. 
138. 
139. 



.69 



— .76 — . -- 

— .36 — — 



.65 
,87 



f" 



— — .39" 



,82 



/-- -- - - - .66 - 



— — _.54 



-- — .72. — -fr — 
-- __ __ — __ 




V 



/ 



Employers " . 

I II III IV V VI Vll VIII IX 

:17\ ~ ' — — 

— .78 .35 — ~ — _ 

— — .82 . — — — „ 

— — .82 — 

.46 ..73 — — 

— .50 .'51 ~ — — 



,35 



.46^ 



■- .46. 36 — 
- .77 — . - 



,70 -- 



,54 — 



V 



■ I \ ■ 



^ ' Table 6 

(Continued) 



F. Covfnseling and Interpersonal 



Homemakers. ^ " # 

; I II III IV ' VI vu / 

140. .38 — . .38 r-> .44, — 

14a.; .37* — . ' — .62 — — — 

142. — . — ' — „ „ .55 .,43 / 

143. .40 — — ' — .53 ' — 

144. - „ .76 ... 

145. ' — *.80 — .—• — — 

146. — .67 — — __ 

147. " — .66 -- — — ^ — 
148" — -.72 " — . — — ^- 

149. — .66 .44 — — .— 

' \ . . . ■ ' 

150. — .73 — . — — . — 



- / 



151<' - .73, —_ 
152;- — .6; '..4 0 



- 153. 


.69 


154. 


.74 


155. ■ 


.72 


156. 


.75 


157. 


.73 


158. 


.79 


159. 


.54 






160. 




161. 


.37 


' 162. 


.60 



.3^6 



— .61 



— .39 : 
,36 — • , 



RIC ' 



6-? 



10 



F. 9ounselling and Interpersonal (continued) 

.Homraakers 



^Table 6 
(continued) 





I 


II III 


IV 


V 


VI VII 


163. 


. 38. 


— .7- 


.58 




■ — 1^ 


164. 


.49 


— — • . 


.50 


— 





165. 


.58 






.41 


( 


166. 










.79 


16*7. 












168. 


— 








.56 


169. 


.41 


\" .64 


— 




♦ • 


170. 


— , 


— *71 


— 




_ _ _ _ 


171. . 

172. 

173. 




■ " .73 
.78 . 
~ .69 


» 

if 




/ 


.174. ' 




~ .41 




.59 




175. , 








.76 




176. 


-1 


— .43 




.49 





Employers 




VI 



.64 



- .46 



,6^4.: ~ 
,58 '.55- 



.56 .52 
.44 ..45 



,45 



■A 




^5' ^ 



3.' 



Sp, Design..-: 



177 • 

- 178 
179. 
. 180. 

181- 
,18 2. ' 
.'183. 

184. 



185. 



186. 
187;. 

1&9, 
190. 

..0 

192. 



I 

♦V- . 

• 39 . 

:ej 

-.45 
.74 
.79 
.83 
.52 
.71* 

.55'^ 



11 



Table ,6 
(continued) 



Homemakers 



II 
..62- 

.48 



.45^ 
.39 



.57- 
.44 



iv; 



.35 



.36 



.86 
.87 

.38 



-.72 
-.46 



■ Employers 
1 II 



.68 . 
.85 



.40 



.'75- 



.78 . 

.78 . : ■ ' ,— 

.as, 

3 6 

c 

1^51 .50 
^54 



III 
.74 
.35 
" . .40 

.36 J35 



.74 
.54 



.84 



.71 

i'67. 



.54 

,.49 

go 



.55 



ERIC 



H. Emergency, Crisis 



193. 
^ 194. 

195. 

196. 

197^ 
■ 198. 
.199., 



2JJ0' . 
V 201. . ^1 



. 2d2.- 
203. 
204.. 
205. 
206. 
207. 



.43 




.65 
.81 
.75 
,68 



1' ■ ■ " . 

■ Table 6 
(continued) 



Hoineindkers 



II 
.72 
.87 
.8 si 
.69 

■JSSf 



111 



IV 



.39 



, .69 
, ..71 



. ■ -.38 
.45 



:41 
.82 
.62 
.57 



V 



.39 
.51' 



i. 



Employers 

Ijnifactorial <-\" 

■ ' ... ■ 6 ' 




,0 



0 

ERIC ' 



■^0 



:13 



Table 6 . 
(continued) 



I . E^inancial , Sales , /ane^. ttar,keting 



i • Homemakers ' ^. • . Einployers 

iii,'^ ' IV V vr; vii- viii " i ii iii . 



:^o^: : •■ -- I --■ ' v^si 



209...- .85 .— ~ ■ — . — — .— .78 --; .35 



210.. -- — .85 — '■• . .-- . — 

211. . --. ^.64 . — — . — ■ —,■-■^.35 



215. ; ' ' — • ^ — .49 ' ~ . .54 ■ — — : r--. 



216. ~ — " .38 ' .65 .36 — / • . 53 , — - .58 

■ - . ■ \ ■ . . • ■ . .>• ■ .^y--'- : ■ ^ . ••- 

217. - — — . — _75 -T- : ' — ; — " • .53 — .;70 

218. . * ~, — .7D — . — . • — — ^ ^ ~ ' ^62: ° • >55- 



220. V88 .'— ^'^ .-- --• . 

221. ' "-82 '■ '-' ~. ■' — - ■-. 0^— -.47. 



.42 



■223v;-' --:"'':-.:8^ — /' - — \ ^ .so 



■;224;.':/-"fe>^^^ 

225. " v46 • . v~ — . . — . ^ — .45 .71, — .41 . — ^ 

»*» . ■ ' • •■,'*. 

226. * -47. . .48 .37— ^- — i — ' . 54 ,35 ~ — 

■ y ■ ■■ v' -- ^ . / \ ^ • : 

227. . — — . .45 • — — " .70^ — — : .36 

228. . ..as ^ .45' " . — ! .36 ' ^ _41 .38 ; .49 

. ■ ■ . • ■■ ■ - " ■■• * • ■'• ^ - ^ ' ' *' / ■ ■ ■"• • . 

229.. ' " .51 ^ " .-- - . — \ >- .^,48^ ^^69 . ^- .50 ~ .. ^ 



23d. . --- '.55 . — > . V "V^'-' l^ 'V;, ; : ..-62 ■ -r • , • 36 



erJc ' ; .' 7l ' 



''■14 ■ ■ ■ .' • ,. •■ . ■ / . ■• 

Table 6 , ^ ".. • « 

. . ■ ♦ • , ■ (continued) , . . >■ . " " 

. .1. Financial, Sales, and Ntarketing (continued) . ' ' , ' • 

\ Homeiuakers ' - \ ; ■ .. . Emplqyers . * 

I II.. iJi . IV V. yi VII viii . vi ^11 /III ...IV : y 

231- — .68 ^ — . .N— 55 ^35^ 



♦232. — .71 



.81 



233.^. ~ . .56; . .48 — ,— — .48 * .43 



.50 



235. / \74 . , . .37 — ' ~ * ^ .83 — 

236. / ^- • 3g ^- .42 , — ~ .48 — . — .62 

237. . -1 — .62 V— — — . __ „ 



.68 



238. .73 — " • — ~ .78 — , ~- ~. ^— 

239. ■ — . . ^ — — ■ — y^- .86 — ,— ■ — — .50v. .40^ 

240. . .. .— -,. ^. . — ; — . — ' .81 — .70 . ; — — 



66 .72 ~ ,40 ~ . 36 



— ^ — .46 — , — .58 .46 ~ .37 ~ .59 

243;;.: .40 — ~ - — — ~ .54 .47 — — .54 

244. ■ — ; ~ — .71 — .77 ^48 ,45.: 

245. ^ '_- . — ,^35 __ ■ .49 -.52 — .40' - wt-.' — .48- .j^.4S: 

' ' V ■ . ■ ■ ■ . , ' - ■ ' ■' ■' ■ ' ■ ' 

246' — ■ — ■ ,~ — — .62' .— — . '.78 — — — ■■ :,— 



ERIC V / 



9 




• • Table 6 
(contiinued) ^ 



J, Pood Preparation/! ancj^^^rfjioii^r: 

Homemaker^ 



: 247 , 
248 > 
249. 
250, 
251. 
252. 
253. 
254. 
255. 
256u 
257. 
258. 
2 59. 
260.. 

262. 
"26;3. 
^264.' 
.265. 

266.: 

267. 

268.. 




.44 



.36 

.63* 

.84 



.80, 

.52 

.79 



. 11 
. 63 

• 81 
.71* 

• 69 
.67 
.54 



.54. 



• 82 
.81 

• 52 



IV 



.76 
.64 
.63 



.45 



.57 
• 44 
.80 



.49 



0^ 



\ ■ 



Employers 



II ■ 



7- - "^^^^^ 



• 71 
.61 

• 55 

• 85 
.67 
.58 
.70 



55: 
36 
35 
70 
77 
73 
69 

. 69 . — 

.78^^;; 41 

.6^:-^ .54 
.74 .56 
.35 .82 
.74 .52 
.75 .47 
.81 .47 



iii: 

.83 

• 46 
.65 
.72 
.37 




,38 



EKLC 



^3 



16 



Table, 6 
(continued) 



K. Fund Raising 



' , Homfimakers - .' Employers 

I . II . Unifactorial. 

'269. .■ ' ■ •■ .90.. ; , ■• .' ■ 

270.. ' . .80 .41 • 

271. .88 — 

-27?. ■ .8^. ;;. . :\ ' i , ' ' 

212. . '^'■'"r- - .71 -.^3 ' ■^>"V 

274. • .46 - .61 

■ . ' ... 

275. X,..; .81 . — : ' : ' 

276. . .1^5 . .40 

277 ; ■ - ^ ' ' .62 - .55 ■ ' ' 

278.. .41 ;72 

279, ' . .52 ^ . .67 . ■ . ■ ^ ■ 



28.0, r ^ — ——-.90: 

281:'- ■■; ^ . ■ :.a5 



ERIC 



^4 



Table -6 
(continued) ^ 



1 L. - Health Care and Child Care • 

Homemakers 

■ I /' . II III IV ■- .V 

*282* . ~ ~ ~ -83 

283- . — • _ .37^ / , ' ~ .63 

.284. — - — — ' „ ' ,82 

285, ,^3 ,48 . ^r- 



286. -.64 

287. - ^^'^\ -71 
288 • ,48 — .74 

)5 . . * 

■ s . ,- . ^ 

289. ^ .65 ~ ,.43 

290. . — — -.76 
•291. S ■ \A2 : — .8r 



292. J' .41 I — / .73 

293. ( .50 . -r -44 
2.94. .77 -- . ~ ' 

295. .85 

296. .88 — 

297. .86 — 

2^8% " .49 — — 

299. .91 ^~ 

300. . .83 

301. — .83. 

302. — .50 

303. . . .88 ■ 

304. . ~ -86 



ERIC . . o 



18 



Table 6 
(continued) 



L. Health Cafe and Child \Care (continued) 



305. 
.306. 
307. 
'308. 
309. 
310. 
311. 
312.' 
3l3, 
314. 
315. 



.49 



j^memakers 



II 
.81 
.89 
.75 
.86 
.84 
.87< 



r " 



III 



IV 



.68 
• 65 
.77 

C. 

.11 




V 



.41 
.35 
.55 
.50 
.42 
.60 
.39 



:^^6l 



.57 

.65 

■ vj'f ■ 

\51. 



Employers 
I II III 

.66 
.69 



-.50 




-.4 5 
.40 

.60 



.43 
.52 
.64 
.61 
.78 
.68 
.81 
.55 
.61 
.59 
.48 




ERIC 



■ I^'Horticulture 



Homemakers 



Table 6 
(continued) 







; 










. I - 


' . • II 




316. 




.80 ■ 






317. 




).79 






318. 




.82 


r . 38 








.82 


. 37 




326. 




74 " . 


. .47 




321. 




.80 






•322. 


s 
} 


.80^ 






323\ 




.49 


.66 




324. 


* 


.67 


•y .46 




325. 


Z 
n 


■ . 54 ' 


T 




326. 




.37 


< 








.57 


* ^ . 60 




328. 




.39;. 

■■\ 


.66 




329.. 


< 


.45 

A 


^.68 ) 




330. 






.87 . 




331. 






■ 

• .80, 




332.: 




.55 ' 


.59 





"7 



Employees 
Unifactorial ^ 




( 



ERIC 



7? 



N. , Legal 



L351, 



20 



Table 6 
(continued)' 



'■ *. Homeiuakers ' - ^ Ernployers 

. . I II IIJ IV • I ^ 11 

333, . . * — . _^ ^72* ,35 V. • ;qq 

^ -36 .66 . — .57 . ~ .70 

335. • — ,47 ,64 .;q3 



ERIC ; ; - 7S 



336. — .64 , ' — .45 _ . \g2 

337. — — .72 — .88 



338. " ^ — .61 — — .45 .78 

339- , — .55 .53 — V .78', .41 

340. ' ■ •■70" - - -- ' ■ .82 .45 

341. ■ ^ ■ \ '^^ ' " '^^ ' ■ '.72 

342. . .' .49 \.53 — - -5"" .57 ..56 

343. . ; .83 , '— ~ . .84 \ .:.44 



;^344. .90 \'— — : .87 ^^38" 

■ . ■ ■ 



345.^ • . — -- , ~ , .88 

■346.'. ., .11 -^•.35' ■ ,. ' .81-. .51 

.. . ■ - ' ■■ 

347. . — .55 — . .39 . _^ ,73 

348. — . ^- - .82° . .. ^ ,^.60 ;' ,w.55 

349. . . ^ ~ .47 ~ . , :65 ' . ' .64 - . ;-Vi.50 

350. I ■ .44 .63 ' — . — .59 '' ■^t70 

— .60 ■ — ''.71 •-*40- 



f 



J 



-4 




21 , , 

Table 6 
(continued) 



0. Management and Administration 
Homemakers 





I 


352. 


.•78 


.353. 


.76 


354. 


.84 


• 355. 


.83 


356. 


.84 


357. 


.84 




ft! 


359.' 


.72 


' 360. 


.74 


361. 


.84 


362. 


.65 


363.'. 


. 37 


■ 364, 


'./d5 



II III ' IV 



V , , VI VI 



:i\viii 



..34 



.^; ' . ' " Employers 

II ; III -IV .,V ■ VI, VII VIII 

.63 — -- — . -- 

.70 .39 — — ^- -'-^ . 



IX 



X 




/ 



22 



Tatvte 6 f 
(continued) 



,0. Management and Adiriinistt^ibn (ccirntinUed), 



Homerriakeri: 




88, . 37^ ~ ■ .35 ^ ~| .59 ,38 



389. ^ ,45 



\ 

35* 



7^90. 



^391. ~ 
392 J" -38 



.70 

• 70 

• 40 



^a93^" 




-C 


. 68 






/ 


.71 -- . 


395 •V 




• 61 


.44 — 


' 396^ 


) "T-* — — 


.39 


• 5.9_ — 




v-41 . f-. :^ 


.58v 


.41 ■ — - 




-j-T^ ^55' 


/47' 




399.,, 


,40 • --: 


.63 




: ■ 

ERIC 




.40' 


.47 ---|.. 



A. / 



I . 






.48 


•36 ^40 




\55 


^48 


.43 






.^^59 








.50 




.48 


• 45' 




.56 



Employers 



— .75"* 



S6'^.35^ .58 
3 .36 .54 
. 37 



^ 



• 36 



' •^^ 




, .36. .41 



— • .42 --•59 

- ■ 1 « 



,38 



— : 67; 



.46 .06 — ;/ 



• 41 



— ^36 



v46 
-. 56 



J 



38 



. 57 



.35 

■;55 
.45 



— "• • — .87 
-- .83 

— ^-.^54 

— .•;09' 

o 

'^.68 — 



•o? 



• 36 



..40- 



23 • 



' • • i 

0. Managenyfen 



Table. 6 
(c6ntijij4G'dK p 



rh^^and Ac^irtistration (cont'^huQd) 
^ ■ , HomemakGrs . 
^^V I^. il IXI^ IV ■ V ^ VIP VIII 



402, 

r 



.58 



r • II . Ill ^ xv 



403. -^ — . ^ ^59 .43 

404. .40 — 



405. 



406. 



407., 



— .49 

'.48 



.40 _66 



.43. 
.38 



'4 408., v35 : '.67 '-J-^ 



409. 

410. .48' 



— .^68 



7 



55, 



37 



4K. ''^ — .43 



5D 



f'^ ' -I 



I 



erJc^ 





^ Employers * f 








XV 


• vA 


yij viii 






.43' 




-.43 ..■ -- 


.36 


.40 


.-45 : 




.46 '• -- 


-.46 




— T ' ' 




.^.35 


.69' -- 




? 


.73 — .\\'^- 



X i 



.38 




/ 



■ r 




v.- -^^M": 



'St .1^ 



24 



Table" 6' 
(continued) ' 



• P, Physical and Mochaaical. 



12; 



413. J . 
414. 
415.' , 
'*416: 

>■ 418. 
. ^419, 

42a. 

.423. 
424. 



56 

,6g-. 



.44' 



IV- 



Employers 
v I II 



.83 
.62 



^35^ 



.425. 
. 426. 



427. 
428. 



.66 ; 

■ . . 73'' 
:"81 ■ 

^- 174 



.56 
.35 



\ — ■ 




:4o 



•55^ 
..72 ^ 



,77' 



'.^38 




.47 



^59 

.86 

-v/76 



.40 ^ - 
•.48 
.79 
.68' 

V . ' , . , 
?86 - 

: ^ R6 * 



.50 

.63 y 

• Q ? 
.71 

. . 5 3- J. - 

.89 

.43. 

..51 V- . 
' .84 . . - 
.82 

i^O/^ : 
.53 * 



4-- 



A- 



■ - <■ 



I * 




■ • . •■■ ' ■' -Table 6... ;■ -v, . , ■• . . ' - '"■ 

' • ' p. . . ' ' (continued) . . ... ./' ' .. \ f*'-.- - 




. ^ Table 6 . 
(continued) 



448; 
"449, 

Aid, • 

■•■ ^^'^ 

453.'; 

■ j 

454. 

455,. 

456.- 

457 . 

458. 
, 459. 

460. 

461. 

462. 

•463. 

464*. 

465.' 

466; 

467* : 

468.^ 
^- 469! 

„470. 



f.*§gsearc-h and' Librctry 

\^ .■ ■ • Hottuemakers 
'l - II * 

I. -Is ^' 

■-- .40 . 



i. 



.43 

r 

• 5&>.o 

.50 ; 

. 50;- 
.62 

.82^ 

.9-2 
-92^ 
.78 
. 67 . 



,51- 



|III 
.^52 
• , 64 
.73 



<62. 



.57 ,. 
-36 . 
.45.- 



IV 



.54.. 



.41' 



.80 



-.791 



.52 

■ i>~ ~ 
.78 
-.70 

r-- 

37 
' i76 



.40 
.70 
.40 



Employers ■ 

II ; III 1 

.65 . 

.53 — ^ 

.36 



. 56 
.88^ 
.91 
.92 

' .93'. 
.93 

- .77 

.66 
..40. 



.71 



.49 



-.49 
.4:1 



■ .46 
V.65 



• ..89 
. ■.■59- 



.80 
.88 



.^38 



.86 

. 52 
.SO- 



■J. , i 



.93 



§5^ 



IV 



.64 



.39 



'i2 



.39 



.46 \ — 
, 74 • 

.41 ' 



-.36 



.41 



.56 



. .Table 6 
(continued). 



R. .j^eseartvch and Library (continued) 



Homemakers 



Empldyers 







* ; II 


III ■ ■ 


_ IV . 


V 


' " . -I • 


II III 


, IV 






. : . :83 


__ 








> 

.92 — 






















472'. 




^ ,. 41 






.44 ■ ; 




.45 -- ' 




473. 




\ . 62 




• 






. 93 -T- 




474: 








;.76 






.96* 




475.' 


• 


— •" 





.71 






. — ^ 

.93'' 




476. 


* 






\77 






.85 




4.77. 


. • 35 






.50 






.65 ~ 




■ 478. 


. . 64 


; . ^ — ■ 


■ .47 






.66 




^.62 




















479- 


.55 




•51, 


— 





\60 




. 58 




" 1 ' 

. V ■ ■ 








>^ , • 






f 




































*' ■ 


■he- 
J • *." 




y . • - . 














0 














■.; ■ • "^^^ . 





56 



\ ■ / 



f 




1 



erJc 



^5 



• S. ^Teaching., Tr^ning/and Tutor in<? 
* ' . •. Homeinakers 
II 



' Table 6 
(continued) 



430. 

48lf 

482. 

483. 

484. 

485. 

486. 

487. 

.488;^^ 

489v 

490. 

491. 
. 4 92 . 
. -49'3. 

494. 

495." 

496. 

497. 

498. 

.499: 

■> 

-sob. 

501. 
^02. 

^-^- i 

ERIC 



I 

.64 
.67 
'.75 
.78 

• 8i 
.,79 
.76 
.76 
.75 
.73 
.78 
-,37 



TII 



IV 



.45 
.37 



'^J!38 



*■ * * ■ * ;■■ ■ 



.47 ^ 

^48^ 

.55^ 

.v.66^ 
■*• '■"■>■ 

.79 
.J9 



•4? 
.38- 

.42- 



.59. 
.69^ 
...79 
.81 
.76 
.63 

.50 
.42\ 



:V 



.VI 



V- 



I" 

.51 \ 
.46 
.75 
.84 

• 84 

..86 . 

.75 , 

.61 V 
-.81 

.84 
'.»70 
".37 

..51 



.ai 



Employers 
III . iv' 

• 3a 



v^ 



vr 

.7f 



4 • L, 



38 



S — 



,52 



'.35 



.40 
.35 



.47 




.52 
.64 

.63 



.61 



,.40 



.48- 



.66 



n':49 



159 



.46 



.66 
.63. 
-- . .58 

— . ■ . 56 
;48 >54 



.45^ 
.39 
.■40 




o . . : Table 6. . 
. . , * Ccoritinued) 

S. Teaching,. Training/ and Tutoring^ (cr^'tXQued) 

■ , Homemakers / 



503. 

.5041 
. 505. 

*506\ : 

507. 
, 508. 

509" 
' Sip. 

5li. 

512. 

513,:- 

514. 

515. 

516/ 

517. 

5ia. . 

519. " 

520. 
521. 
522. 
523. 

:524., 



. I 
.41 



II III 
.74 

.62 — 
.76 
.72 
,♦66 . 

_6i 



IV 



Employers 
II III : IV /' V 



VI 



45 .41 .44 



39 .47 

.s46 .— ..--k— ' 
.51 

67 



,36. 



A- 

.4^ . . 36 



38 



.47 : 
■ 63 



. 64 - 



:56: 

65^. 



.37 



61 



,39 



^57^ 



'.51 
;36 



'.55 
.84 

.,70. 



K — 



38 



38 



,63 



51 



.84 
.84 



~ /. 50 



.36 



38' 



••»/■.■ 




.36 .^5 

... "V' 

..sa , — 

.,78;- ■ '--r, 
?B5 —1. . ~. 

I . . • ■ '.J 

~ , 58 - , 35 
^^0 . 47 . ,'37 

• 77) — . 
'.68 .54- V--:. 
. 67 . ~ 
_.76 . — ^ 
% .75 • ■ -r 
~ V. 68 
^63 

.61 , ;58 

6i; .41 > 

■ .^^ ^'-^ ' : 



.35 



ERIC ' 



■'ST;- 



1. 



/ APPENDIX A. 

1, ..Project HAVE. Skills jDrochiire 

2, Sampld letter .to/rgsppridents 



.2 . 



1i . 



•r 



ERIC 




(0 

< 
J 

: U 

h 



1 » 
\ 



0 (SO 
0^0 0. 



PROJECT 



OMEMAKING 

ND. 



Q 



OLUNTEER 



XPERIENCE 

SKILLS 




: 3 



Project HAVE'Skills is a program 
to help women, coonselors', and .v 
employfers identify and evaluatathp' 
Jpb-relevant skiiis which women hav^ 
acquired from homemaking and 
. volunteerexperiences. , , ' : \, 



Supported by a grani (ram th^ Women's Educalipn'al 
Equity Act, U.S. Ollice o( Educa|ion, to Eflucajional • 
Testing Seivice', Princeton, Nejv Jersey! ' • 



A/eyouane/np/oye/Wing/or . . , 
experie/jced workers /or your busims or 



Ate you a career or empiopent comelor 
'iv/iose mk iml^fmking people and 
jobs? 

•A Are yofl a woman who wanfs to mier the- 
mmfkt{^ . \ , 

Prolect HAVE Skills would like to help you.' 



.What is Project HAVE Skills? 



r 



Project HAVE Skills is ao effort devoted to 
. identifying joU*wlated4ills ttiat women 
^acquire ttirouglmeiji^klng and volunteer 
experiences, anchojeveloping materials to 
tielp^mployerSjJofa counselors, and women ' 
ttiemselves tecdgnize the value of those 
'sWIls in the job marketplace. 

Who will benelit Irom the work of Project 
HAVE Skills? 

• Womer^ who are seeking entfy or reentry 
into the world of gainful effiployment.'' 

- The use of one of the workbooks will ' \ 
r enable them tojdentify their own skills ' 
,;^and define jobs^appropriate to the skills . 
. ;; they possess/ . 

] • Job counselors who are helping to i 
, counsel reentry women and to create ' 
, matches of women and employers will 
" have 'a workbook on which to base such 
efforts. * . 

'■■ • EiTiployers who seek to hire individuals 
should be aided by a workbook ttiat" • 
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■Identifies appropriate job-skill matches 
and provides a guide to personnel 
Election. 



How will the project acliieve its goals? 

During 1978-1980 the project will develop, 
validate, and field test three kinds of ' 
materials:. 

Lists^^^Mlieskflls which women acquire 
from their homemaklng and volunteer . 
work experiences. 

• Lists of jobs which use these skills and a 
matrix to h$lp match jobs and skills, 

^•Workbooks and other materials to help 
women, counsejors, and employers use 
this job-skills matrix/ 

* i > - ■ 

r 

Is there anything I can do to help this 
project? ■ V , . 

Yes. Panels of employers, counselors, and. 
homemakers/volunteers will evaluate these 
, materials. If you are, an employer who sees 
the potential of reentry women, or a job 
counselor who advises reentry women, or a 
woman.who is or contemplates seeking 
^employment after a period of homemaking 
Snd/or volunteer activity, yoi! may want to 
participate-onipne of the panels that will 
help to review the lists and material. 




FOR MORE INFORMATION, PLEASE,' 
COMPLETE AND RET^RN T+^EFORM^ 
AnACKEDTOTHISBROCHURE.,.--' 
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Dear Project HAJ/E' Skills' R'espbndent: ^ ' 

Thank yoil fpr- your interest. We are now working on the* 
competency lists arid" will be validating them this spring. 

If you indicated tliat you are interested in reviewing the 
job-competency matrix,. you may. expect to receive materials 
from us^ late in . the summer of 1979.. If you indicated that 
ybu are interested in reviewing the workbooks ^^'you may expect 
to receive -thosfe materials ffrom lis in the spring of 1980. * 



^4. 



RBE:i5 



Sincerely .yours, 



Ruth B. Ekstrom 
Director, Project HAVE Skills, 
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. ^ APPENDX^C B 

1. 'Sainple letter of invitation to '.Project 
HAVE Skiils-^Advisory Committee 

■ ■ - - .\ X ■ ■ " ■ ' - 

2..*''Sample letter of acknowledgement to ^ 
Project HSVE Skills Advisory Committee 

>• -- 

3. List of^-members o'f, project HAVE Skills 
Advisory Committee " 



lAU TESTING SEH^'ICE " 



C>WU-£OUCT tSTS VC ^ 




PRINCETON. N.J."0&541r" v 



. October 10, 1978 



Ms.: Marilyn 'Wiener 

'Northeastern University * ' 

360 Huritington' Avenue , -r .. - 

Boston, Massachusetts 02115 ' ^ ' - - . 

D^ar Ms. Hieft^T:^ ' 

■ - . y . ■ -J^^ : - ' ■ ' 

^ Educational Testing Service has received, a two-year grant from 
the"Women.'s Program Staff of the .U.S. Office of Education for Project 
HAVE Skills (Homemaking And Volunteer Expeidence Skills) . This^ pro ject 
will further the recognition of the job-relevant skiils'^that woiien'' 
-acquire from their volunteer work and^ homemaking experiences ^ We 
would' like ta have you serve on the project advisory committee.' ; 



• ^ , The purPbse of the project^. is to develop, validate, and field 
, €est-educational planning antj^^periential ievaluation materials in- ^ 
eluding: (1)' lists of the ...job-relevant competencies that women learn " 
from homemaking arid volunteer- wtfTk; J[2) competency- job matrices thkV- 
identify jobs .using the competencies; and (3) workbooks to help adulfe ^ 
women, counselors, and employers use the matrices. , 

The mam functions^of the committee will be; (1) to r^iew grafts 
g^f. the products, being prepared. ^J^^e project staff and to make r^oom- 
^mendations about needed ''changes and revisioi^ and' (2) to revieW the 
plans, for- validating and field testing, project' materials and to make 
recpmmendations about their implementation* We also hope that' the '. 
advisory committee .will help us in maintaining liaison'with the various 
target groupscp involved in this "project and that committee, m'embers may. 
bej aj)!^ to assist us in^ident^ying women's groups/' Counseling' centers, 
vo^ntee^ of^ani^ations, and 'employers that might participate in the V- • 
Valuation and field testing* of the project m^terials^" ^ 

J ■ ■ ' \ 

/ Orlr plans are to have .th^e advisory^ committee meet ^with us.in V 
Princeton at three points diftring the work of the project? (1) in 
February 1979 to review the cbmpetency lists and the plans for their • 
validation; (2) in August 1979 to review the competency- job matrices 
and the plans for their 'validation; and (3) in November ;i979' to review a. 



r 
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^Ms. Marilyn Wiener - ^ • ■ .-.rf - v'^ "October IQflOlB:.. " . 

^ \ ■ ^^-^ • ' 1. ^ ' - . 

■ * " ■ ' , * * ■ • - - . ^ - „ ' 

the outlines for the thre^:5^«5>i:kbooks" and'^the plans, for the field testing 
and evaluation. ' E^ch meeting will lasf-^bout one-and-a-half or two days(^ ' 
We will provide you with an '^anprariuin of $100 for ^ach ..day • s^ work plusr^ 
per diem expenses (for hotel' and meals) and- travel costsi We -wili:~^also 
ask .you to review, at home^uring' the spring of 1-980, drafts of ''tSie ^text . ' 
of eac^ workbook and wirl^ provide , an. honorarium- for each review. " Please ' 
return the enclps^i^^cknowledgement fonri by October 20 'indicating wheth^er^ 
or^ffbt you will/TC able ^o serve. JWe will need your Social Security 
number in ordej^to pay you. ' > > 




feel free to phone me, -or .the" o.ther^emhef s 6f* the project 
^staff (Gi-^l Wilder, associate project director; Frieda Hardy, project 
manager; Irene Smith, ^secretary) ^t (609) , 921-9dO€^if -you have' any ques- 
tions about the project *W the work of the advisory coirnnittee . V We Ipbk 
forward to working with you. 




^ * ; * - • 5in^rery yours, 



iRBEiis V 

Enclosuiifes : 1. .Acknowledgement Form — 

Project HAVE Skills • ' \ ^ ' . 
Ad\^sory Committee , ^ _ ^ 

.'..I^turn Envelope ' . - : 



Rut^ B. Ekstrom ^ 
bijfector, .Project ' HAVj^: -Skills^ 



ACKNow.Lnn- :i iMi: NT form 



"Project HAVE Skills ^Advisory Committee 



NAMR: . ■ - 

PREFERRED MAILING ADDRESS: 



TELEPHONE NUMBER: 
SOCIAL SECURITY NUMBER: 



NAME: 



I will be able to serve on Project HAVE Skills Advisory Committee; 

I will not be able to serve on Project HAVE Skills Advisory Conunittee; 
however, I would like to. nominate the following person as a possible 
candidate for the advisory committee: : ■ . 



MAILING ADDRESS: V/ 

~ ■ — ^ — 



TELEPHONE NUMBER: 



We welcome your comments or suggestions: 



( 



Please return this form in the enclosed , postage paijd'/^hvelopG by November 3,\978, 
O V ' ■ Thank youl" 

ERJC - . / 97: 



J:bUCATIONAL TKS'IMN'C; Si:UVVlCK , iM},^ IMIJNCKTON. N,J, 085-1 



609-921-9000 

CAjsU'LDUcrcsrsvc 



October 31, 1978 



Dr-" -Joseph Quaranta '-^^ , . • * ■ 

^ Ohio State University.. , . / / 

257. Arps Hall ' : . _ 

1945 N- High. Street , " ■ ' >; ^: 

Columbus, Ohio 432.10 ' ^ - 

Dear Dr. Quaranta: - ' • ' - ' . 

Thank you for agreeing to serve' a member of the adyisory 
committee for. Project HAVE Skills. . Your willingness to share, your 
expertise will.be a" valuable asset to the -project ^ • ^ 

We. look forward to meeting with all jnembers of the ; Mnunittee 
and we have tentatively scheduled cfur first work . session^pr i 
February 1st and 2nd. Please hold those dates open* We will be 
in contact with you again S9o.n and- at that time we will provide* 
■ you with more specific details and .an agenda of the meeting. 

■ ■ Sincerely yours/ 

^ ' . ^ ■ . . . ' ^ ■ ' . ' ■ 

■■' ' Ruth B. vEkstrom . * 

- ' Director, Project HAVE Skills 



i 
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Project HAVE Skills Advisory' Committee 



(October 1, 1978 - September 30, 1980) 



Winifred C. Borden . ^ 

Women's -Management Development Project 

Goucher College 

Towson, Maryland 21204 ' 
Telephone: 301-825-3300, Extension 282 

Laura Lee M. Geraghty 

Minnesota Governor's Office of Volianteer Services 
130 State Capitol ' 
St. Pa\il, Minnesota _55155 
Telephone:; 612-296-4731 " 

Alex P. Kassel . ' 

Chiefs Bureau, of 'Employment Services 
Department o/ Labor and Industry 
State of New Jersey . 

Trenton, New Jersey 08625 ^ 
Telephone: 609-292-2055 

Lourdes Miranda-King 
L, Miranda and Associates f Inc. 
43.40 East West Highway -^Su\te 906 
Bethesda, Maryland 20014 
Telephone: 301-656-8684 

Vicki W. Kramer 

Options for Women 

8419 Germantown Avenue ^ 

Philadelphia/. Pennsylvania- 19118 

Telephone: 215-CH2-4955 

Herta Loeser* " ^ 

Civic Center and Clearing House, Inc. 

14 Beapon Street 

Boston, Massachusetts 02108 

Telephone: 617-227-1762 \. . 

Joseph J. Quaranta. 
Ohio State University 
253 Arps Hall 

1945 N. High Street . ^ 
Columbus, Ohio 43210 
Telephone: 614-422-6554 

Gloria Scott 

Vice President, Clark College 

240 Chestnut Street, S.W. 

Atlanta / Georgia 30314 

Telephone: 404-681-3080, Extension 202 

Marilyn Wiener 
.203 Churchill Hall 
Northeastern University. 
360 3^' bington Avenue 
Boston, Massachusetts 02115 
'^^lephone: 617-437-2423 



*g^^ective August 1979, .Herta Loeser is replacing Tish.Somiu^rs. 
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"I Can" Competency Lists 
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COMPETENCY LISTS . 



1. ANIMAL pARE SPECIALIST '^v 

2. CHEF/COOK ^ ^ 
. 3. CHILD CARETAKER /[' 

4 . CLOTHING Aip TEXTXLE .SPECIALIST 

; 5.'. HOME DESIGNER . 

6; home" HpkTICULTURIST ^ • 

. 7. HOME >IAINTENANCE.TEdHNICIAN. 

■ 8. HOME/nUTRITIONIST . ^ ^; 

9. ' MANAGER OfVhOME FINANCES- 

10. PROVIDER OF .HOME HEfALTH^CARE 



11. -ADMINISTRj^^TOR/^iANAGER 
:;t2j<. 'ADVdCATET/CI^ . 

'13. BENEFIT S-MiES WORKER /■ ^ ' :\ -y/.' * . 
14'. /COMMD&XTY 'rESOUJ^CES SPECIALI^ - . 

15. ^'cONS^iJffiR RI^^ SPEQIALIST f ^ ^ ^ / 

16^ /'counselor;: .j*^ 'd- ^ 

17v EJ^ERGENCY'^MEDICAL TECHNICJ^ 

18? -FINANCIAL 'MANAGER ^ ' , r • . 

' 19.^^jfFUND^^^^ ' :': \ . ' ' ; ' , 

20^^ (^RQ^ DEADER FOR A SERVIlsfe ORGANIZA^flON v ' 
'^21Vv HEftliTH/MENT HEMiTH CARE INSTITUTION VOLUNTEER 

•22.; V LEGAL RIGHl*S^5PE(llALIST , --y/'^ ' . - 

V23. ;;.LfBRAI^y ASSISTANT ' ; / , /{^ 

-24.^' MUS'feuM'' STAFF; assist;^ (DQCENT) ' yV • . / 

25. .PERSONNEL MANAGER ' // 

26. / PROBXtJON INVESTI-GA^'bR //' 

27. . PROBLEM SURVEYOR /f ' V/ ^ ' ■ ' / ' 
28..: PUBLIC REI^TIONS/COMMUNICATOR^^^^^^ / ' 

./29^K ^I^CREATIOll.WORICfeR ^ * 

^ 3 G.,^' RESEARCHER ' ^- // / 

"'■^l. ;''" TRAINER ■ ' ^ ' // ' ./ ■ ' 'V 

;^3^? ^ TUTOR/TEACHER* AIDE .// * . ' : 
■ 33. YOUTH GROUP LEADER / ' , 



' ANIMAL ;CARE SPECIALIST 



V^.An-'Cani^^ is knowledgeable about the needs of one or 



^^imare t^ and can^roVide for their breeding, raising, training, 

- . • * ' ■■' 

'and health care'. . 
; ' '.'As/an animal care specialist, 1 can: 
Breed and raiee pets. 



•ng 



c 



' - Dogs, t - • 

Cats. • ■ . • 

-.Horses. ' ■ 

- Birds. .. ' 

- v^ish. * ^ • \ 

- Gerbils, hamsters, etc. 
Housebreak a pet. 

Groom a pet. \ ' 



J 



■/Provide appropriate food, housing and-sakitation for a pet and exp^ip ti 



-reasons for my choices. 
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Explain the basic principles 'in breeding pets' (cross breeding/ inbreedin: 
. ^'-etc,)-" / -■ • ' ■ ■ - \.* ■ ■ ■ ■ ' • ■ 

Train a pet. 

-^Obedience training. 
'%b- Training for pet khow^. 

-/ Tracks. . * f 

Show' a pet in a cc::\pe~i-ion:: 

Judge a. pet show. 
• Break and train' a horse iL^nr 
''Describe Common pet/. . "inis 




and how they can bo :^revented:' > 



Care for an ill pet and 'describe the reasons for my actions. 
Provide emergency first aid for an injured pet. ' 
Assist a veterinarian in medical procedures; for pets. 

Describe the laws, ^regulations, and procedures involved in raising and 
selling pets. - 

- Pet control. v . , 

- Pet licensing. - 

- Pet registration. . 

Explain the dietary .considerations necessary in maintaining a wildlife 

feeding ^station. ' . 

Identify locally common wildlife. 

Birds. 

- Fish. . . 

- Mammals . " 

- ceptiler. 



Sr~: ve as 

V-nviz 
ft 



:ur. 



1/ 



or resource person at a nature center (see Museur \icr;e) 
are and maintenance for injured wildlife. ^ 
narm animals. •» * 
s or other fowl. 



- Hon- 

- Sheep. 
L.. plain , 
Provide r 
describe 



oasic principles in breeding farm animals, 
ropriate food, housing, and sanitation for farm animals and 
:e reasons for my choices. 



/ 

/ 



Describe how farm ciniinals are judged and shown. 

Explain what is involved in raiding hens to obtain eggs^ 

Explain what* is involved In raising cows or goats to obtain milk. 

Explain what is involved in raising sheep to obtain wool. * 

Explain what is'^^vol^ed in. raising farm animals to obtain meat. 

Describe the common health, problems of farm animals 3.j:d hc^; -jn^ c:^n be 

prevented. J : , ^ 

Care for an ill farm' :animal and describe -the re . for r-.'-r act:: ?ns 
Assist a veterinarian in medical procedures - f 
Provide nergency f itst aid for injured f_:::. anirnalE . 
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CHEF/C0(5K ■ ^ • " 

A chef/cook prepares food for others, taking into account cosi:s, nutri-tion 

and preferences. . . ^ . . ^ * ^ 

As .a chef /cook, I car ^ < 

T Serve attractive and p^^at^ ^le "^Wls , '^taking ir:uo £: ccount: * 

/ ■ ' '■ • 

- Colour , ' texture and appc .::Lr.vr.e- ^ . 

- Nutritional needs. ^ 

- Budget considerations. _ / „ 

- Common food likes and ^ikes. 
Prepare appetizing, porta,- rieals. 

- For ^invalids arid shu'. . 

- For' picnics and outc :: me-al's. 

Package portable meal no as to prevent spoilacrH :.d maintain an 
attracftive appearance. 
^ Adapt recipies *to serve large or smaller numbers of people. 
Cook food in large quantities, to serve to ^groups of: 

- Preschool children. * 

- School age children. * ^ 



- Adults. • 
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111 or hospitalized individuals. 



^ Elderly. V 1 , ^ 

Prepare meals or adapt recipigs ^^o^j r^et allergy problems or special 

diet needs. . , * 

'Pjjepare. food specialties for a regional, ethnic or cultural girpup. 
/ideiv^fy the nutritional ^ values in the" meals I prepare (see Nutritippist 



:,valuate the cost and nutritional values of alternative methods of 
preparing the . sa^e fooSs (see Nutritionist, and Consumer Rights Specialist) 



utilize regional and seasonal foods. 

Plan meals, taking into, consideration*: ^- ^ 

- Nutrition. 

- Appearance," color and texture. ' ^ . , . 

- Costs. ^ ' " ' 

- Preparation time. / 

- Special diets.- .' , * ' - 
-Availability. ' . 

- Leftovers. ' ^ - ' * 
Determine the nutritional needs of tliose Tor whom I prepare meals (see, 
Nutritionist). ^ . ' 
Store food ;t£a:..ereserve nutritional q^lities and prevent spoilage. 
Descxpi^ common food spoilage |)roblems and how they can be prevented. 
Read food labels to evaluate quality and. weight of contents. . ' 
Evaluate fresh fruit ^and vegetables for freshness. - 
'Evaluate meat,^fish and poultry for quality and freshness- . 



Determine' the appropriate quantity of food to buy. ' ' * . * 

Utilize recipies and cookbooks. • * 

Prepare food accordihg to a variety of methods. y 

Freeze or can food for, later use. . ^ ' ^ . 

Select, use and care for kitchen appliances^ and utensils. 

Use kitchen equipment safely. . ' ^ • , * 

Conserve energy in » food preparation and storage. 

Plan and prepare nutritious snacks^^^^- — . " 

^ '■ ' • • ^ v . ^ • " ■ 

Compare the cost and nutritional value of convenjLence food,, "junk" fqod, 
and home prepared equivalents (see Nutritionist, and Consumer Rights 



Specialist)^. ^ v . . ^ ■/ ^ 



Serve food in an attractive manner. 

utilize garnishes to' make a meal more appealing. 



. r 
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'CHIZD CARETAKER . ' 

The child^ caretaker is responsible for providing for the physical, :^ 
,emotional, ^intellectual and moral needs oS.a child at different stages of , 
■development. In providing ^this care ^^ib'e. c^^^ must assess the 

child's needs, identify the appropriate care and implement such care within 
the ^financial, 'spatial and^ temporal limitations of the particular setting 
within which the child resides. ' 

As' a child* caretaker , i can: " . / 

Identify the nutritional needs ^of the child (see Home Nutritionist), 
including; ; * •. • 

-.Selecting among alternate liquid diets -for; an infant (mother ' s milk, 
animal milk formula, vegetable milk formula). " • * 

- . ■ ; ■ ■ ■ ' ■ ■ » . ' 

- Determining when to add solid foods to a child' s 'diet, including ' 

V cpnsulting with medical and^ paramedical personnel regarding nutritional 
needs. ' . ' ' d ' • ^ . 

- Devising ways of helping the older child deal with the limitations of 
a special diet when that is n^ecessary.. * 

Recognize and respond to a child's need for a loving antj emotionlfly 

^supportive environment. <^ - 

..-.>■ ' ' \ ■ ' * ^ . 

" Identify and provide a safe stimulating environment for a chili; including: 

' ' ' ' ' r ' I 

. - Providing, safe bidding for an infant. ^ - / ^ . 

- Providing stimulating play 'environment appropriate' for a ^e^chool v.,. 
■ -child. \ ^ '/ ^ 

- Teaching a growing child to develop safe play procedures^ developing an * 
. ■ appropriate balarifpe between a child's^ ne^d for exploratory activity and ; 

, requirements of safety. * - ' .» ' ' 

- Teaching school age chiadreji* how. to identify* safe play areas. ... 

- Purchasing or making materials to develop a child's intellectual 

■ --^ ! ■• . ^ \ • * - ^ ■ ; ■ . V , 

and physical growth. ' ' ( - N 



"I 
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Teaching the Qhjild games and aceiyitifes apptopriate to her/his^age , , 
. a-hd interests. : • "■' '. ' . ' . . 



Make; effective use 'of medical ^services fpr the, chi^d, including il 

- Consulting doctors rega'rding ;^eventatiVe medicine , and immunizations, 

-'Obtai^iitig emergency .medical services when pecessary.. " 

- Determining tl;e extent of public medical 'facilities andV'deciding when ' 
/'.J^t is appropriate>toNase';thein. . . ' ' \ • ■ . 

Arrange and' i^iiervise/>^ ^qr a -child'^whieh will promote . \\ 

■ • • ■ . , • ' ' ' ' ' '/ ' ■ ■ ' ' ■ •' / ■ ^ y ■ . ' 

^ethical and moral developm^t. ' ^ , . ^ , . 

■ : ■ . V ■ > ' ■;• ■ ..... 

Identify and. select approprpt^ educational- environmentsV "including: 
-^hposi^. appropriate clV|Idi care and :pre§phool*!: facilities- wh^n needed.^' 

y 



- Consulting ".wKh school st^ff regarding'^ child's educational development 



- •Consulting with school staff^^^^arding t child' s social/eipotional/ . 

physica]^ *and cognitive development. V^' ' / 

* ' ■ . ' ■ ' •'■ '■" • ' • • 

-^adntaining an ongoing inyoJ^Vement in the child' 5' education. ' 

Identify and provide appropriate clothing . for a child at different stages 

■ : ■■• ' ". ■ ■■ ^ •- ■ ■ 

of development (see Clothing and T^tile Sp'^cialist) , /including :. 

- Identifying^, appropriate* clothing for-^dif fWeht* se$fe^ns, / ' 

- ^ ",.V- : - ■ ' • • ' ■ y^^^:^.^^: ''\y^ . 

- Identifying and providing •^appropriate'^^clbthlng'^^^^^ or inoving to 

: ■ . ■.■ . ^ ■ ^. ' ■ ■• ■ 

different climate. . „ 

• / ^ • 7 - ■ ■ ^ ' ' 

. ■ ■ ^ ■ '■■ ■ ■ . ■ 

- .Identiffying other factors to consider in clothing, se^ction (growth 

rate,S fabric durability, et9.)t>. ' / f * 

Evaluate books and-movies and determine their suitability for a child/. 



p ■ 



Identify Resources in the comruunity which can be used to augment school 
and preschool activities, ■ including : 

- Playground facilities. , , ' " 

- Art and craft workshops. , - 

- ^Libraries' and museums. * ^ 

- Dance and music programs., 
-.Sports programs, . . 

Youth groups (religious, scouting, etc. ) . /. ^ • / 

(See Community Resources Specialist.) - > . 

Demonstrate skills which help, make life interesting to a growing child 

(e.g. , storytelling, singing, etc. ) . .' . - * 

• •■ . ■ ' , ' '■■ ^ ■ . 

Jdei^tify resources in the community which may be utilized to improve the 

living conditions for the child, including:. ' 

■ ' ■' • , . ' ' ■ . 

- Co nmamer services (such as diaper:,^^ervice, nursemaid service, counseting 

i programs, etc.). " , 

- Publip services (such as: AFDC, medicaid, food stamps).. 

- Direct benefits to the^child (such as: diaper service, medicaid, ^ ^ 
^ food stamps. Big Brother, etc.). - - ' ' 

.T^?;^^?^:^-^^ to the child (such as:, counseling services , Parents- 

witnout-Partners, etc.). ' ; . ' 

(See. Community Resources Specialist.) 

Recognize and treat childhood diseag^s, including: ' ' 

- Ident*ifying such diseases and describing their symptorfis^. 
-•Determining what immediate remedy is needed. ' . ■ ' 

- Describing books which are helpful resources' in dealing with childhood 
diseases, . 



- Describing emergency procedures for . various conditions. 

- Consulting, medical personnel when necessary. . . 
(See Provider of Home Health Care.) 

Describe and recoghize the milestones in human development. 
Identify emotional disturbances or learning difficulties in ^ bhild 
whicb'need prof essional treatment or added^ attention, and obtain' 
appropriate consultative advice. . ,' ' . 

Recognize the: nonverbal cues and behaviors which indicate tensions or 
problems. ♦ 

Provide legal, moral and ethical guidance for, a child, appropriate to 
the child's age> including: , / 

- Familiarizing a child with laws which may affect her/him. 
-•Familiarizing a child with codes of moral conduct deemed appropriate 

by the parent. . * ' 

- Devising warys of helping a child to take ^responsibility for his/her " 
behavior . . 

- Devising ways of helping a child to. recognize the consequences of 
alternative behaviors.. . / 

- Devising ways of helping a child to^ recognize the patterns of behavior/ 
appearance, etc., which are accepted by society . and to assist the child 

■ in determining personal responses to these patterns (respepi for elders 

■ , ^ • ■ . ■ . ■ ' ' ■ ' ■ ■ ' ■ ' ' 

etiquette, social amenities, implicit dress codes, etc.). 

- Determining and ^desrferibing means, of incorporating the interpersonal 
qualities which I -value into the relationshijp which I have with a child 

- Devising ways of help'ing a K:hild to express his/her emc^tions- in ' 
acceptable ways'. , . ^ ^ , 

• Describing: niy. appiroach to punishment 'and reinforcement of a child's 
behavior and <^iscuss the basis for this approach. 



Describe ways to develop self-sufficiency in a child. i . 

Demonstrate my under stanching of the. special needs -of a child with a • 
physical or emotional .tikndicap, of a gifted child, of a child in a ^ 
single parent home, of a child of a highly transient familj^^, etc.'/ 



including: 

" Physical needs. 

- ^Emotional needs. 

- Educational needs. 




.Identify the special needs of a child'who has/a sudden/change in his 



or her. enviro'nment, such as death of a close/ f riend of j/elative, 

. ' ■ " / / / > I ■ ' 

addition of a new family member (infarit or iged) , /divoi/ce of parents, 

■■ . • : ■ " ' ■ ■ • . / / / ■ , ■ 

. etc., and develop ways to meet these special needs. / • o ■ 

Provide oppOTtuni^es for a child to. learA t|:ie yal.ue /of money" 
Facilitate learning by: 

- Encouragirfg the development of c6mmuni/cat^ori and /listening skills. 

Encouraging the development of social/ skills 

•• . ' " ' . j .. i.' , , ..... 

.^- Encouraging the development of specia/l interests and talents. 

- Recognizing capabilities and potential. 
Acquaint my child with our. family, ethhic, and cJltural heritage. . 
Help a child develop a.positive self doncept. 
Provide consistent and appropriate discipline. 
Provide sex education. 

Help the child function as a member pf the faihiiy: 

- Involvement in decision making". 

- Recognition of the needs of othejrfe in the : fainily . 
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- Maintain relationships 

- Encourage togetherneiss 
Teach a child to respect 



with extended family, 
and, mutual support, 
the rights of others. 




, CLOTHING AND TEXTILE . SPECIALIST /, 

A clothing and-: textile 3peciali.st. is responsdS^l-^^or planning, p^ovidin^^ 
'and caring for wearing apparel ' (fabric, fur/ jewelry, etc.) and textile pro- 
jducts found in the home (curtains, s4.ipcovers, bed and table linens, etc). 
As a clothing, and textile specialist, I can; 

Demonstrate knowledge of ^ properties of various kinds of f 'br: -s 
and materials used in tr zj or for wearing apparel by de _c 

- Care and maintenance prop zies (cleaning, weaf, vulner:i±)ij. j.y to 

stains or heat, etc. ) . \ ^ . * 

. - Pliability and structure. ' ; - ■ - - 



Differences in method jf- production. 



Relative . costs , 
t 



- Terms used' to descril^e, these- materials or their properties. 

Analyze the wearing apparel needs of. people, taking into consideration * 

** ■ '■ ' ■ - ' , ' - • ■ . 

such factorspas age, fi^^gure,; size, budgets 'kind and level of activities, 

fashion,' and . individual differences and interests. 

Select coordinated clothing items. .' 

Select compleriienta^^ clothing styles and colors. 

Denjonstrate '^kills^sed in producihg\51othing or home*textile products by: 
-;iiJsijig paJ:j# to accepted standards, to make clothing or 

- ; . bther^Fliomet'texfcj^^r'^^ ' ' ' ' ' ' 

- Making^- ;alterat^^^''oJ^ patterns or'Tnerging two or mo*re patterns to make 
clothing or 'other home textile produ'cts. • ' ' , 

V- Creating my own patterns from which to make clothing or other home * 

/ ■ ■ 'a- ■ />■'. ' ••■ ' ■• ■ . 

* t,e:<tile products.- ' 



bing pj^per use and maintenance'of^tools and equipment used in 



ile construction (sewing machine, loom, etc.)- ^ 

3cess I use to create, design,- and implement a text^l 



jcribinqf the 



^elated idea. 
Using a va|5iety of 



leathyer work, tai 



different techniques in my specialty (emloroiderihg, 
loring, spinnir^, weaving, macrame, knitting, .. crochet 



uphoflstering,' etc.) 



SMwing how diffe 



Eerent fibers produce different effects. , 
of deteiqnining the kind of .results which occur when 
^different techniques, c61ckrs and materials are- combined 

and knowledge related to maintenance of wearing appa 
products including : ' . 

cleaning or preserving procedures 



- Dfe scribing way^ 



Demonstrate skills 



and home textile 



- Describing prope 




-Describing procedures for altering, mending, and/or remodeling. 
- Describing storage considerations 

\^ 

SOT m 



my . specialty area (warp, skein, bias,. 



List ^nd explain fe^ 
-flat fell seam, etc. ) ' 

Discuss the history of textiles and describe how methods and materials 

have changed, « • ^ 

.. • ^ * ■ ' ■ ' • . • 

Identify the technique, period, and origin o,f various textiles and/or 

clothing samples. >. ' 

Evaluate the qualit^of clothing, rugs, curtains, linens, and other, 
textile items '(s?*e- Consumer , and Home Designer). , « 

Select home textile- items (curtains, linens, et:c.), taking into con- " 
sid'eration ; Wr ^ ^ : . ' " 



- Cost. \ , . 

- Durability. « 

- Ease o€ mainten: 

. «. ' • •.. . 

- Color arid style 



"iome 



-aer)*. 
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. - , HOME DESIG^qER ^ . 

A he .:igner plans the decor and otj|er characteristic/ of a house 

or apar':Tii^-" . -ad carries out or arranges for^ £nd oversees the iint>lemente Lion 
of these p as. ' - ' 

Al rne designer, I can: 

Sc : ing . -rtars which meet family tastes and needs, taking 

.■ .ir • . ^ 

" ' to schools, work, shopping, recreation, family 



::ier. from hazards, noise, problems,' etc.') . • A 

" Cost age, rent, taxes, owner's fees, etc^). ^ < • 

- Availa -ty of services and utilities. 

- P i.gn, < . . , 

- structural quality.- 

- Room arrangement and traffic flow. i \ _ 

- Number and type of rooms, ^ ^ \ / 
'Develop a plan for interior design. ^ ' ' 

A^ialyze the physical elements tp be considered in planning '*and decorat 
a room '(dimensions, placement of wi'ndows, heating system,* etc.). 

- An^ly::e ,the nonphysical elements to be considered in home design (use 
children, aged, or handd9apped; cleaning^ and preservation of decor; 
flexibili-t:', family values, etc. ) . * ' 

- Analyze he; resources currently ^available can be^^be used (existing 
furniture, carpeting, accessories, etc.). . ' 

* • i « • ■ • • ■ ■ i ■ ' ' 

rr vDetermine possible changes or additions and tbe. cost and consequences 

■t' - • ■ \ • . \ ^ . • 

■each. %/ ; . • ■ - " ' ' ■ ; . .. 



- Develc;^ a multi-stage decorating plati if rGsoujr^cc: - j. -laile ^ 
to imp.lop.ent all desired changes. 

Apply prin-' nles of color/ texture, and cgs^'T' In' h' 
Create c home designs. 

Dc- .::ril demonstrate how color, lig u:- 

^pp^. :.rance n. • 
Jdor :y -r -ic ;^^Lr.alines for evaluating and pl.-znir r. v design 

jal -r'^ oropjrtion, etc.). ■ • ' • 

>■ ■ ♦ ' • 

• ^sedr'ch '^ducts or materials with which I/am unf^-milia.: ^ 

I.. ■ * : 

*. ■ ' ■ ■ ■ f ■ ' ^ - 

.60.1- " W rhitectural and home furnishing sty-_es ofj hi..--". or 

■ • <t 

regioi .1 terest. 

Prepare scale drawing^ of a room or ho^se fc-- use ±n c jtc:.. :ir r . ^ 
historicr"^. rertoration. • - - , 

ident:.. resources which can aid me in restoring an ol^jr ome ^ ' ir. 
:.3sessing the value Qf a' new one. 

determine furniture needs. . ^* * * - ' \ : 

Restore, refinish arid .recycle filrniture ■ see /Hom., Mairiti^ance' Technician) 

. ' ■ ' " • ' ^. ■ ' V ■ • ■ 

Arrange furniture in ^n attractive and fui;ction^l manner. 

Select upholstery or slip covers far furniture rzking into consideration- 

- Cost". ' 

- Durability.^ ' / 

- Ease of maintenance. / 

- Color, texture, and style. 
Upholster furniture. 
N!ake slip covers. • . • 

Evaluate quality when selecting household g9ods and furniture 

■ ■ ' ' ' \ - " f 

Consumer 'RightS^Specialist) . • • ' ' . . 

Determine 'floor treatments an^ floor covering needs. ^ ^ 




ana rtarinish {see , Home Mai ejianqe '.Techf.-cx...:i . 
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-r.^ -ect nigs, earp^tn "z.-.^ \ loaf cbyerin^c into carr:icieration 

- Cost*. , - • * , . " 

i „" ' ■ ' . ■ ■ " • 

, • . ,. /> <».. 

- Existing condition :f the fl: / ' 

- Durability.'' - ' ^ ' ' , 

1 ' ♦ . ■ *• -rv'-. 

vv • ' • 

^ ♦ ■ . -' • 

- Ease of maintenance ;j * . ; . . , 

- Color,^ texture, and 2tyle. > • 

- Noise levels and nee^ v.^ control, <-^* 



-♦Traffic- flow in area. 



Install linoleum', vinyl ^ile, :i j:i„:iilar floor - verings (see 



Maint-enance Technician). ^ r - . 

f^Install. wall-to-wall car-feting or :arpet tiles (see Home Main:. -n^ce | ' 
Tecjini^ian) • , ' < / ^ , 

Detennine wall treatments, ^ ^ 

Select^ paint, jvallpAper/ or other wall treatments taking into con-" 
sideration: - a . 's; 

. .. -v ■ : / ■ ^ ■ ■ • - ■ ■ • . . • . • 

- Costl / . 



- Existing'conditipn of the w^^ils, /; 

- Durability. , ^ * > 

«i ■ - 

- Ease pf maintenance. " 

• ' ■ -^'-^ - ' ■ . ' ^' ■ • 

- Colo:;, texture,, and st^yle^? ^ 

- Noxse levels and need for noise control. < 
Paint a room '(see Home Maintenance Technician), 
Wallpaper a room (see Home Maintenanc^ Technician) . 
Panel a room (see Home. Ma_.nt^nanc^ Tecrir^ician)^.y*' ^ 



SQ.lect ceiling treatment taking into. consideration : ^ 
^ Cost.* * 

- Existing Condition ^of the ceiling.. ^ '* 

- Ease -of maintenance. ^ 

- Color, texturo and style. . - V ■ i , ' " 
Noise levels and r>^d^for noise control. ' ' ^ { 

Install ceiling tiles (see Home Maintenance Technidian) . ' 

• • ^ ■ ^ . ' ■ > ■ ■ ■ 

Manag^e yard and gardsn-ic^re (see^ Home Horticulturist)^ ' • • • ' 

^ " ^ ■ . ■ ^ ^ ' 

Manage the redecoratipn of a room or Acme: . 

^ • , ■ ■ . ' >• ■ • , 

- Determine which ^a^ks i<can dp. " ' . ' 

- IBelect people to do\ the work. ' ' ' /| ^ < 

" interpret contracts and walrranties (see- Legal' Rights Specialist J . 

- Explain my legal •recou;:s^ev.if the work is- imprope^:ly done, if furniture or 
■ . . ' _ ^ ^ / ■ . ■ . \ ^ ' ■■• * 

goods are f^ult^\ etc. (see Consumer Rights Specialist,. ^and Legal Rights - 

* - ' t' * 

Specialist). , 

- • _ ■ • ■ .' ' . . '"■ - 

- Determine the best ^means of finafticing the redecoration (se*^ Consumer 

Rights Specialist, and Financial Manager). ' - " 

Identify and correct conditions in the home which are fire or safety 

* ■ ■ ■ ' 

hazards. . - . ^ 

'Prevent home conditions which increase the potential l^or fire '(worn wiring, * 
^sp^lled flammablbvii^tiids, etc.) 

Select household goods and products that do ^ot present ha2yards. 



* ■ ■ ^ ■ ■ HOME HORTICtJLTURIST ( ■ i 

■ . ' V 

A. home horticutturist^ is concerned with the practical aspects- 'of gro!^ 
(procuring,- planting, maintenance, etc.) of 'trees, fruits, vegetables, flowers, » 

and -ornamental plants'^ : ' . i^- 

■ - . ' . ■ ' ' • ■." " ' , . '. ■ ■ h ■ 

^ ' As a hom^ horticulturist, I can: . ' • ^ , ' 

\ ■ ■ . ■ , _ ' ■ , _ ' . • •• 

Demonstrate" my knowledge of the envirohmenfaf influences whifch affect 

■■ , \ ' ' ' . ■ ■^.>;: • ■ ,.■ , k\ 

plant growth by: '■ . . - / . . 

. y . - .. - describihg the properties^ of varigus kinds of soil including: ' ' / . 

' . ' \ ^ ^' ■ ■ ■ ' • * ""^ 

- howTto tea-t thp.soil, . n y , >• 

^" - how to change s'ol^l properties. ^ ^ ' • 

• \ ■ \ ■ " ' ' • ^ ^ ■ 
' * ' ' " the kinds "^of ^plants which neeH or prWide varipus soil properties'. * 

■ . . ' . ' 

" how to improve soil drainage or prevent erosion. r ' 

' • ■■ ■ V ■ . ^'.-^ ■ ■ ■ \ 

how to get assistance with soil probletfis. - " • 

■ ^ ■ r,:' . ' ' ' ■ • ■ ^ / . ..'^ . , ' 

. . ^ - how t;o «mix fertilizers appropriately. . . . • . 

' ' to prepare .compost or alter the soil prpperties organically. 

- how to, prepare soil prdor to platiting. ' ' ^ 

" how to maintain soiJL after the growing .Reason - if outdoors. - . 

^ ■ ^ ■ . ■<*.*■ , ■ Ik ■ 

■ ^ .r^ . ^ . . r . . 

- an ex^planation of any tools . freqently used in 'soil work". 

• _ . ■■ ^ • . . ■ . , ¥ 

/ . ; - des^^ibing methods of providing^ an optimum environment for the various - - ' ' 
^ ^. ■ 4cinds 'Of plants I gtc^ (moisture in the air, lighting, ' temperature, 

. I . etc. ) . \ . ' • .' a; 

.. ' . • ... ' ■ ^* 

- . . " describing methods of, protecting plants from the adverse effects of ' 
(. environme^italr influences which -i can't alter. ' " - 

\- • ,r .■ ^demonstrate my knowledge of the biologic^ funcfioning of plants by: 

; • - *a?ing all.the pa^ts of various klnd^ • 6^ 4)lants ^nd the fmxction they ^ ) ^ 

'• ■-'^J^ serve for the. plant • ^ V ' 

eric: " \ : J- 




. \ 



- :des.cribing tKe process of ro-generatioiv for various kinds of plarfts. 



- des 



crlbiri'g the classification system used in ordering plantsl iiv^o \ 
• groups* / >■ ■• ■ . ^ ' . ■ • , . ^ .'■■•'•('-.. 

Demonstrate my knowledge of ' planting and tra^^lantlng procedures by: , 
- 'identifying the special care to be taken while transporting ^nd trans- r 
planting a tr^, shrub, or plant. / . ^ ' «. 

- djescribing the qualities of ^ pland to be consfd^ired prior to purchasing 
t transplanting. * ' 



- describing the/growing season of various plants and how to determine 

when where to plant seeds or seedlings. . f 

- Selecring appropriately between fhe varieties of plants or seeds available 
■ to me. . . , ^ 

- 'demonstrating planting techniques • . • 

fleeting containers ^propriate for various types of orn^erital and/or 



indoor plants . , ' ' / 

Demonstrate my knowledge of hazards effecting plants and how to remedy * -/ 
them by: . 

- describing the differences between animals and insects which are harmful^ , 

to the plants I grdw and those v^ich directly or indirectly help the . • ^ 
plant I grow (bees *and c*^^ss-pollination, lady/.bugs' which eat.aphids ' " 

which eat leaves, etc.). . ^ ' V ' 

- "detecting and diagnosing plant damage effectively. ' 
preventing damage to plants from insects. an(f animals ^y using organic 



and inorgandTjc. methods . , . ' '/■ 

- usirTg'''var'iou^>-^ethods of weed ^control . 



4 ... ' . \ 
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- describing the cost/effectiveness aspects of the various methods of/ 
insect and weed control desc^bed abovev ^ . 

^ - clescribing the resources available to me to obtain assistancejdrth 

■ these kinds of problems." p.- . . 

- Msing and explaining any tools <jr nfSterials used .in pest., or w^ed . 
-control. ^v^^y" ^ . ^ . 

Demonstrate my knbwledge of plant maintenance by: . „ 

arranging, my 'resources to allow for optimum. plant maintenance. ^ 

■ - diagnosing, a heeH for a change in maintenance procedures ajid proceeding 

^ to test my diagnosis. --^ ^ ' V _ 

- providing the care that various .different plants n6ed for optiiiumo^ 

■ ^ ^ - . ' . 

growth. ■ ■ \. ^ ' .. ^ y - ■ ■ ' 

- haj^ves ting effectively. . • . . 
Demonstrate my knowledge, of a particular method, or pajrt *of a methefd, of 

growing or caring for plants (c>?:^anic gardening, creating hybrids, etc.) 

. ■ > ■ ' ■ ■ ■ : .' - ■ .» 

■ Demonstrate' my in-depth, knowledge of a particular kind of plant and its 



care. .f. 



.. DemonstEBtej^ Iknowled^fe of harvesting vegetables , J^u^ts, and flowers".. 
^ Pemons.ti:atemy l^nowledge of t^e proper .^^arejior planf VvOducts (flowers 

once tfeiey have been cut; vegetables orrle they have been harvested) 

Demonstrate knowledge arid techniques of plant pruning 

r ■ ■ ' 

facilitating growth and/or flowering. ^ 
. T seasonally .ir . . - 

- after, transplanting. , . . 
for ornamental effects* 



Demonstrate my knowledge and skills as a landscape architect, including: 

- evaluating and planning growing space based on needs and use. 
-selecting trees, plants, paving, etc. , appropriate to the site and 

use. . ■ . * ■ '\ ■ 

- changing 'outdoor areas^in accordance with changing capabilities for . 
care and maintenance. . . ^ 

- changing outdoor areas. in accordance with changing use. 
evaluating plants, trees, shrubs, etc., before purchase, for their 

"v^,9^^^^ili^y to climate, location, growing conditions, etc. 
-determining the cost 'of implementing and maintaining a given landscape 
plan. ' 



HOME MAINTENANCE TECHNipiAN ■ ^ • ' ■ 

A' home maintenance technician cares for a home and for the equipment in it. 

■ ■ •• ■ ■ • ' ■ ( ■ 

As a home mainteAance technician, I can: •■ " . 

• • • ■ •. 

Manage the overall maintenance of my home, includinj^ 

-.Assessing what needs to be. done. ^ . . ■ . 

\ • . ■ ■ 

-■Determining the costs and time' involved, including the consequences of 
postponing the work. 

- Prioritizing tasks and determining" the best sequence when several tasks 
must be undertaken. . ' , - * . 

»- Determining which tasks I can do. . 

- Selecting people to make other repairs on the basis of:. 

-Information from others, reputation of workers 

- Cost and time estimates.. v 

- Inspection of other work, which the repairer has done. 

T- Inspecting home jnaintenance work and determining if it has/is dane^. properly. 
^ Knpwing how to take legal recourse if repairs are improper or poorly done. 
-Knowing how to take legal recourse if the owner of a building in which 

I am a tenant fails to keep-^Lt adequately maintained. 
Demonstrate my knowledge and skilfls in carpentry and construction, including: 

- Designing projects to build: .- ■ 

- Toys. ^ ' . .• ^ .. 

- Furniture. . , ^ 

- Built-ins and/or cabinets. 

- Rooms and/or other house additions. 
^.Executing projects to build: 

• Toys. 

- Furniture. . 

- Built^ ins and/or cabinets. 



Rooms and/or other house additions. ^ ,^ 



- Planning house remodeling. 



- Executing house remodeling. 

' .' /' 

' • ■ -. ■ • ( 

- Drawing up construct blueprints .and layouts. 

- Interpret construct blueprints and: layouts. , ' ; 

- ;Select appropriate materials for construct or remodeling. 
Panel a. wall. ^ . 
Install ceiling tiles. f 

- Install a fireplace. , : . ■ - 

- Replace/rehang a door. - 

- Select and install woodwork, wood trim^ aiid wood mouldings to create 

■ ■ ■ A ■ • ; •• • ; ■ . 

architectural effect. / . 

Apply caulking apd/or wiather stripping.. . V 

-^Select appropriate insulation and/or energy concerning materials for use 
in construction or remodeling. 

- Install insulation. ^ 

-Identify different kinds and qualities "of woods. 

- Know what types and quality of wood is best for various construction uses. 
Demonstrate proper care and use of carpentry tools. 

- Select the appropriate carpentry and construction tools for a jobt 

V . ■ " r ■ ;. ■ ■ ' ' r ■ ■■ 

- Install kitchen cabinets and/or counteftbps. . ; * 

- Being alert to the accident hazards around construction and taking ' 
accident prevention measures. 

Demonstrate^ my knowledge and skills in masonry Work,' including: ' 

- Installing tiles in a bathroom, oh a kitchen count;^, or for flooring. 

- Making a cement walk, terrace or driveway. 

- Making ar repairing a flagston^ cement block, or brick walk-, floor, or 
terrace. , . 

'^ 'Making or^ repairing a stpne^ cement block or brick wall or fence. 



3 



Reputty arotind loose panes of glass. ; ' ■ ^ , 

• Replace broken. panes of glas^ 

- Repair or rglace fldoring, .including: . " " . 

- Installing carpet tiles or vinyl/asphalt floor tiles. 

- Installing sheet vinyl, asphalt or li-noleum flooring. 

^ ■ . . ■ . 

*- Installing wall to wall carpeting. . ' 

•»» - . ■ ' . . ■ . . 

^ Installing parquet or hardwood floors. 

- Refinishing hardwood floors. 

- Installling ceramic tile, .quarry tile, flagstone or brick floors. 
Make mechanical repairs on household items. .j" 
Make, or repair fences, and other outdoor features, including: 

- Select most appropriate materials for fences and outdoor features. 
' - SMling^^Qr resurfacing an asphalts (blacktop) driveway, or walk. 

^L^esign an^/or dr^w plans for fences, walkways, and other outdoor features. 
. • Making an asphalt (blacktop) walkway. 
• Use railway 1;>ies, cement blocks, bricks, etc., to edge walks, create 

steps, or make raised flower beds.. / ' f ' <^ . • 

Make or repair wire fencing.^ . . 

- Make or repair wooden fencing.* ^ .j. 
Demonstrate my knowledge and skij.1 in making .eaectrioK^ repairs including: 

Preventing problems . in the electrical system and appliances. ' 



"Diagnosing electrical problem^. 

• : • ■ ^ ' / . ■./.-.' ^ r . 

' ' - Correcting problems in the. electric system and appliances by: 

- Replacing batteries, light bulbs, and fuses correctly. 

- Replacing TV tubes. 

. - Installing a TV or hi -/i antenna ► 

• Installing. TV or hi^i signal splitter. . , 

ErJc" • . • i^7v 



.-^/Reviring lamps, plugs, and/pr small appliances. 
■ 7; Rewiring, installing, or replacing electric switches, outlets, 
• fixtures,, or wiring. " " 



/ 



■ - •Making proper use of electric repair equipment and diagnostic. instruments 

■ • ^ ^ : ' • ■ ■ •' ■■ • ' ■ ■ • ^ / / 

^ - Observing safety procedures when working with electrici):y . / / 

. 7 Building radio, intercom, stereo, or .TV from a kit. . ■ / / 

Assemble and install an electronic .burgle alarm from a kit-. / ^ - 

-^ Knowing what to do ^ when an emergency problem occurs with "the electric 

- ■ "■■ ■ ■ ■ ' ■ ■ ■ . ' :r • / 

- system or: an electric agpliance. 
Cope with problem insects and pests, -'Including: 

- Preventing household pest and insect problems.- / 

r Diagnosing evidence of pest and J.nsect problems. . . J ' ■ 

. ■ . ■ ■ ' ■ , ' ^ ' ' ■ . ■ - ■ • il . 

.. - Seleicting the best pest or insect control technique , for' W/'.given problem. 

' ■ . - ■ ■^ ■ ■ ' ■ Vf/- . ■ 

- Using pesticides and/or -insecticides safely and correctly. 

- Exterminating when necessary: ) ' ^ 

- Rodents (mice, rats, etc>. ) . ( . . ^ 

- Ihsecjts (ants, roaches^ termites, ^ etc. ) . ' . V ■? 

■ ■ ■ . ■■■■ . ■ ^. 

. Demonstrate my knowledge -and skill in njaking plxunbing repairs, including: 
-^Bxeventing>problems in the plumbing system. ^ 
Diagnosing pro'blems in the plumbing system. 

- Correcting plumbing problems by: * ■ 

- Replacing washers, gaskets, etc./ 

~ Using a "plumber's friend" or other techniiques to clear blocked plumbing 
- >Adusting or replacing toilet flush mechanism. ' 

- Remove items from drain traps.. 

- Replace faucets^ shower heads,, etc. 

'*.'-■.»••■ 

■ I Repair/replace leaky pipes. ' " ' 

; . "A ■ ; '-V ■ ■•■^ 



- using shut off valves to 'prevent plumbing emergencies. • 

- Making proper use of plumbing tools. - ,; . ' ^ 

- Observing safe procedures, when working with plumbing. 

Demonstrate my knowledge and skill'in papering, . painting, and plastering 

including: ' " 

,.' -• .. . _ 

- Selecting .the most appropriate wall covering foj: a given use, location 
or problem. ■ 

- Selecting the correct paint for a ^iven use, location' or problem. ' • 

- Selecting equipment best- suited for applying different types of paints 
and/or for - different surfaces. ^ . ' ' ^ - ^ 

■ • • ■ ■ ■ V ■ ' ^ • ■■• ■ ■■■■ - 

- Applying paint using: ' ^ 

■ ' -1 ' ■ ■ '. 

- Brush: * . - ' • . 

- Roller. * : 

- Spray. , . ' ' , ' 

- Maintaining painting equipment.- ^ ■ , 

- using shackle or other materials to_repair or patch walls or ceilings."- 

- Constructing a wall or ceiling using Srywall (plasterboard). - ^ 

- Constructing a w^ll or ceiling using plaster or stucco. 
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■ . HOME NUTRITIONIST >- 

A home nutritionist is concerned with the responsible ^need assessment, .. 

• ■ ;f ' ' . ^ ■ . . • . . 

. planning, management, and delivery of the nutritional aspects- of the home,. 

- • " • • > •4,'^ ' ■ 

i ; Ah a home nutritionist, I *can: ; / ' ■ ■ ^ 

■ Dejnonstrate knowledge' and understanding of the basic eleriietnt's of nutrition 

- assessing the nutritional needs of the peo|>le and/or animals for whom^' 
I am responsible nutritionally. 

J . . ■ (■ ■ ^ . • 

' ' -describing the-' variations of nutritional needs relative to age, exer- 

xise, present condlti"^n • (overweight, average, underweight), metabolism, 

- describing alternative soi:^«es for meeting various nutritional ^require- 
' ments (vitamins, milk substitutes, etc.). \^ 

- describing symptoms of various nutritional deficiencies or excesses 

\ and their remedies (such as popr night vision from lack of vitamin A). 
~ describing .the ramifications of the restricted diets of^which I am 

- familiar. , ^ . ' 
-describing the basic nutrients (fats, carbohy'drates , proteins, vitamxns, 

and minerals) and how they are digested and used by the body. * 
- Demonstrate skills related 'to nutritional planning and cost effectiveness 
. by: \ , . ' , 

• )t . - using effectively the resources available to me, or potentially available 

to me, i.e., available time (mine and others'), abilities, supplies 
(freezer, refrigerator, oven, mixers, utensils, storage space, etc.), 
in'f oi;Tnation, and money and how they influence my ability to be effective. 
~ dealing with .d sudden change in "Resources . ' 



■ ■ ' ■ \ J J ' 

- obtaining help from social service agencies if my^resources are limited, 
. or suddehly reduced , or changed -by emergency. 

- buying in bulk or in smaller quantities, depending, upon the appropriate- 
ness of each to the situation. V 

- obtaining food frofir|various sources (growing ones own, co-ops, farmers' 
markets, specialty stores, large chain gr^ocery stoire^ . 

- selecting foods at various stages of the pii^paration process .(i.e., "raw' 
form, seni-prepared, prepared,* etc.).^ 

- describing positive and negative! effects of special diets'with which I 
am familiar. ' 

Demonstrate my knowledge of different nutritional needs by 

- describing how nutritional needs vary .relative to age. 
-describing nutritional needs during pregnancy and nursing. 

- describing how nutritional needs vary relative to' body weigh't, exercise', 
and environment. - , . 

Demoi^trate skills^associated with, food preparation and storage by: 

- describing' the methods I have used to store various kinds -of f bods 
(canning, freezing, eta.). , ' 

-describing the. unique properties of various' food products, i.e., 

leavening agents, jpreservatives, etc. * 

- describing the safety precautions and' methods of dealing with emergencies 

... 

which may occur during food preparation. 

J?- 

- describing methods of determining thB meaning and corrective procedures . 
for vajious cooking conditions or problems V 

-properly using various food preparation, appliances^ utensils, etc. 

- describing the meaning of terms used in cookbooks. * 



- describing the characteristics of measurement and convertingS-quantities 
f^om one measurement system to another. 

-^escribing special food preparation techniques for serving ^arge 
numbers of people or for unusual nutritional needs such as ethnic, 
gourmet, fat free or food allergy diets. . . 

/ ' / 

tion in various / 

* ■ {) • 

cultures. 



- describing . differences^ in food selection and prepara 

0- 



Demonstrate skills in meeting nutritional needs outside the hocis by: 

■ ■ . P . . ^ . . . 

-describing the advantages and disadvantages of food sources vmich 

might be considered while traveling. 
- describing sources of foodi other than restaurants, for' use while 

traveling or camping (dehydrated foods, wild foods,' etc.) . 

Demonstrate knowledge of food poisoning by discussing its causes. 

Demonstrate ^y knowledge of laws related to nutri^tion includir,^ content 

-J ' • 

and labeling laws, health and cleanliness laws, etc." 

, ■ ' * . ' ■ c ■ 

' f . , 

Teach otners good nutritional practices. 



MANAGER OF HQME FINANCES 



V Th| manager of hone finances is concerned jwith the responsible allocation 
and-monitoring of finances related to home and/pr famil}^ management. ' * 
As a manager of home f ina:iices , I can: ^ * . • 

Plan ahead*, and set monetary goais I. . - 

■ ■■ ■ • ■ • -. ■ ■ / 

Budget existing funds. V ^ 
J Maintain family financial records. ^ 

-Demonstrate kr^wledge of the fundamentals of investment by explaining 
whiclyinvestments were mad^X^ considered and why. 

- • Demonstrate knowledge of the W: . . ale for variou.. kinds and amounzs 

of insurance, by indicating which. ::!C4.icies\.were pbrnined or consider^ and 
why, (heal^th, life, .tenant , auto, 

- Demcrnstrate my skills as a consumer or monitor of consumption by: 
-buying and using various produccc in the commercial market. ^ 
-.knowing- the= advantages and ' disadvantages of various kitchen utei^s^il^s 

available for cooking, iierving, snd storing foods', . ' 

- knowing aboat different cleaning products and, tdbls — how to do the V 
job most effectively and easily. 

\ " . , . - r ^ " ^ , 

- knowing abou-t various patent medicines and sundry items— when they^ 
. , ar^ needed, how to determine, which brand is the, most effective and 

-ecpnomical, and' h ow much to use of them. i 

' ■ ■• ■ * V ^ . 

/ - selecting, good schools and knowing about the community resources which - 

■ ' , • ■ ^ ' \ / ■ 

are available. 

: ■ ■ -V - . ^ • \ 

- selecting and purchasing clothing which will be appropriate and durable,. 

- determining which repaJt-- j^e most/apprppriate. y id jost effectiv£.Iy 

■ • ^ ' ■. ' ^ . • . , ■ ' • " ' 

don^ by a. prof ess.ional* 



Demonstrate, my knowledge of laws which can affect fam/ly'finances by: 

- describing laws fela^ to finances and such , circumstairces as ^death, 
divorce^ child support, etc. - ' 

- desctibing bankruptcy la;/s and procedures. 

- describing hone/business laws and procedures. 

- describing laws related to income taxes, sqcial seciirity taxes, etc., 

and use them to maximize savings and/or indcSbe.' ^ 

/ ' ■ 

- descp^lng social services legally available from the government or 
■\service agencie^^and^e process of obtaining them.' V 

Denons-trate my knowledge of real esta^ by: f ^ 

- discussing the (dis) advantages of (long an^l' short range) buying! renting; 

CO if dominium owning, etc. ' ^ . 

.- * • . ' ■ . ' . ' ■ .- . f \ ^ . :: 

- evaluating a neighborhood's appropriateness to family nee^s . 

■ 3- • •, • ■ ; V 

- when selecting a house or apartment, know how to evaluate Itructu^e 
plumbing, wiring, sewage, etc. 

v.;/ " ...» 

Evaluat^ a real estate plirchase by: . 

^ydescribing how to "obtain information on taxes,. Ipans, zoning,' forecasted 

)• . ' r ■ ■ ■ 

reil estate charges, etc. ' . . 

• /' ' V •• ' ' ■ ' • ' • ' ' ' 

- /liscussif-ng the relative importance of these factors. 

. ■ ■ . -i. - ,^ . ■• " . . 

■'Prepare and defend income tax returns. ' . . ^ 
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PROVIDER OF H0r4E HEALTH CARE - ■ - ' 

^ ■ • . . / 

The provider of home health care is responsible for fulfilling the special 

y J ■ 'i ■ / , - : 

physical and emotional needs of a( person who Ss *ill or infirm by --^irtu^ of .acute 



or chron4c disease,, physical incapacity , or senility, / * ♦ 

\^ AS 'a provider of home health care, I can: * ) 

•«»..' . - » ■ ■ - * . . ■ 

^^Pirovide a safe environment for a patient., including: - ^ 

. . - ' ■ « f ' • 

- Installing special equipment where needed (e.g., shower bars, bed rails, 
etc . )/C^ 

^Provide^ for, the physical and emotional comfort , of 'a patient, • 

Providfe ft?r adequate substitut^ care when I am iln^vailabie. - 

Identify and fill the special nutritional neegs of pati^ents who a^e acutely/ 

•* ' ' • • ' . . ■ 

ill and/or convalescing, including: ) - ^ > . J 

Planiting and preparing meals to maximize nutritional value, 

- Fpllowing special diets and preparing special meals as^ required by patient 
condition, 

s ■ . 

' . •-, • * . • 

•J • ■ ' *^ 

- Enhancing the appearance .of food so as to stimulate lagging appetite, 

- Supervising a patient's adherence to special diets, . . 
Prpvide for effective medical care for the ^)ckt\ent,- including: 

V- Securing appropriate, prof essional medical "advlce^^hen needed, 

- Obtaining emergency medical treatment as necessary. 

- Performing routine home nursing procedures. , 

- Transporting patient to heaj.th facilities, ' ' * 
Practicing preventive medicine, ; . 

- Knowing how to perform first aid i^ necessary, ^ 

- Administering medication as directed by medical practitioners, 

- Knowing and recognizing symntoms o€ change or ..complication of patient's 

' . • ' ■ ' ■ ■ '/ . . • • ■ . : 

condition, ' . 



- Changing dressings. * . ' . * 

- Administering enemas or> douches*. 

ft * 

Maintain hygi^ic conditions *f or the patiq^nt,^ including: 

- Keeping patient* s surrounding? clean, and germ free.: ' 

-Regularly 1 aundering clothing and bed linens. ' » ' 

■/ • ' < ^ ■ ^ . ■ • _ . - ■ 

- Helping the patient with^'E)er signal grooMng ~ bathing) hair care, 
mouth and tooth care, nails. , ' ' * ^ 

- Changing, bed linens vj^ithout unduly disturbing the patient. 

Identify and appropriately use resources in the communrty 'which may enrifch 
the life of the patient, including: ^ 
r Public services Tvisiting nurse association; imeals for the elderly; 
transportation to public facilities, institutions, and events;' Medicare 

- and Medicaid; recording, for the blind, etc.). 

- Individual services (large-print newspapers and books, ;h6me hair 'care 
and grooming, home-bound teachers, etc.). 

Document patient, progress as needed, including: 

Using a thermometer to assess temperature fluctuations. Vr ■ ^ ' ^ 
" Knowing and noting symptoms o£ change in patient's stat^'.-j^ 
-Keeping records of medication given and noting side-effects;/ if any. 
Recognirze and provide for tlie psychological and social needs of the ill 
and/or' elderly, including: ^ 

- Dealing' with anxiety, depression, loneliness, fear^ 

- Providing moral support,*- ' * " , . ^ ' . 

- Knowing when to allow visitors and when not. 

' t . 

- Dealing openly and honestly with illness anci/or the possibility of death. 



.- Plan for and nelp patien't enjoy appropriate exercise and- recijeationi' 

- Encourage and aid/i^i the development of self-sufficiency . for: the , 

. ■ • - ' • . ' ■ ' " •■ ■ • " .>■•■•■"' 

. patient within the. limits of his/her illness., * " ■ ' j 

• . Maintain' needed supplies, for the patient /including: 

^ ■ Keeping medfcine . apd f^st aid supplies on -hand. • 

• - Shopping 'vf or personal items required by patient. " / . 



'?■ 



■• ■ ■ AD'M^ISTRATOR/MANAGgR , ■ . . . - . 

' * ■■' ■ ■ 4. ■ * ■ ' ' • ■ ■ ' 

The administrator/manager is .concerned with the' development and/or 
\ ^ • ■ ■ „ "\ . ' . . V . 

implementatio|^of f)rogram(s) invoking paid and/*or voluivtder staff. This 

involves the utilization of peopir, material, money and time. There are .two' 
types of administrator/managers: those" concerned with the total functioning of 
an. organization, arid those concerned with the functioning of a particular , • 
projclct id. thin the program. . 

In carrying out my responsibility ^s an administrator /manager . I can: ' 

- Develop long-range goals and objectives that foster organizational growth 
and Gontinuity. ' ' [ ' • 

- . Develop specific goals and plans for a specific project. 

■ -. • *' . ' ■ ' • 

Identify the method of evaluating effectiveness iti^fee'ting the goals 

and objectives.^ . ' 

- . Identify .the resources in personnel, mohey, materials , tim^ and authority. 
... needed to accomplish the established objectives. 

Establish priorities based on the importance of each objective to goal 
attainment and on the resources available. ' 
Identify needs and opportunities for Volunteer service. 
Enlists the support of the governing body and.stafjE in the utilization - 
of volunteers. ^ • ^ » ^. . , 

• Inteirpret the prgahizatiort and its , systems for the delivery of services 
^to the public and to people in need of assistance (see Public Relations ) ..^ 
Work creatively within the structure of relationships and t1ie' setting of 
the organization, i.e., loqal agency to national office, etc. 
.'Be aware of the effects of changing socioeconomic conditions,. cultural 
/: patterns, and knowledge aboOt the helping ptefessibns and their effect^-" * 
upon voluriteet resources and services* • 



.Organize the program or project into its components parts and determine 
the sequence in which these activities need to be performed. 
• Develo'p and utilize flow charts. PERT charts, /and other visual materials 
to describe the/^rogram's or project's work flow. - 

Articulate the/ philosophy of the organization. 

■ . . • • • • ' ' - . 

Use problem solving and decision iftaking skills, ' . . 

Develop and work vrtthln an, agenda. _ ' 

; Identify channels to change (see Advocate/Change Agfat ). 

Determine the need for and develop alternative plans to meet emergencies. 
Delegate responsil^ility and establish accountability methods to deterjnine 
if these responsibilities hayelbeen met. ' ' . / 

Describe «nd use tedWiques which will elicit new ideas and proposals. 
Solicit and make constructive use of negative and positive feedback. 
Manage effectively in high pressure situations. 

Use techniques for crisis, management and describe why different types ^of 
crises require different techniques. ' ^- 

;.Use methods of confliGt resolution and describe when they are appropriate. 
Establish. effective communications throughout the^ organization. * . 
Coordinate the execution of si^^ 
■ - EstabUsh mechanisms for coordination. U ^ ^ 

- Determrne when coordination is needed. 

Serve as a spokesperson for the organization (see Public Relations ) . 
Meet accountability demands- of others by preparing reports which include: 
.^^-vgyaluat ion of success in meeting objectives. r ' 

- records of financial , status . • ' 

- data on tine and personnel utilization. * ' - 



Prepare written summaries of project and organizational accomglishment 
(see Public Relations ), 

Develop staffing plana (see Personnel Manager ). ' 
Prepare and use..a budget ( Financial Manager )., ' 



I- - ^ 
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ERIC 



Advocacy is an activity on behalf of an individual, a group, or aii 
issue which is designed to improve conditions, programs, or services. Advocates 
work in- areas such as legal rights, housing, education, environment, and social 
welfare and attempt to -change or improve existing con/itions. 
, In carrying out. my work as an advocate/change agent, I can: 

- Identify areas where 'change is needed (see Program Surveyor for related ^ 

skills).. / ■ ^ ■ , ^ • 

- " Select methods and data which will document the need for :n.nge (see. 

Researcher ^d Program Surveyor for related' skills) . ^ , 



Define and delimit the basic issues in a problem area. ' 
Demonstrate knowledge of the basic concepts relevant to an issue in' 
fidlds such as : ^ . < 

r legal rights (civil and criminal) . ' ' 

- housing and community planning. * 

- education. . ' . 

• . * ■ ■ • t 

- environment. • .. > ^ 
7 welfare and social services. 

Describe the public policy issues relevant ,to a problem. 
Demonstrate knowledge .of the processes of change using: 

y . . ' . . ■ ■ ■ . ■ ' . 

- theoretical mpdel(s). 

- real-life examples. ^ 

^Describe 'methods which can be us&d to bring about change including:, 

- lobbying. ' • • . . - '"^i . 

' * * ■■ ■ . , ' • ' . • - * ' • . '■ • ' ■ 

- political campaigns . . 

-public relations. ' 



Identify the relevant constituencies concerned with a- problem (both 
pro and con) and describe their position, in relation to the protilem. 
Identify significant individuals and groups (such as. community leaders, 
government officials, and legislators) who can help to implement change in 

specific problem area. 
Buil^ good working relationships with thos^ who will be affected by 
proposed changes • ^ 

^dehtify potential allies -and ^eiedt techniques which.will enlist their 
support. ... ' • 

^^^^tify ppposition groups and select techniques whi^h will best counter 
their plans and arguments. * 

Demonstrate understanding of the legislative proce^^'and how it ,can be 
used to implement "^ange. • 

Demonstrate knowledge of the laws and customs applying to lobbying. 
Us^ communication skills to persuade, others (see Public Relations for 
related skills). ' . * , 

Identify potential source - financial support (see Fund Raiser and 

Researcher, for related skills). » v. 

. " . • ? ' ' ' • ■- 

' .' ' ^ ■ ^ 

Obtiin.financiar support for a cause or program' (see Fund Raiser and 

.■,■■■•,"*■ » ■ ' ■■ ' ■ ^ " " - • ' " 

Researcher for related skills). ^ 

Build good working relationships with, legislators and government officials 
(local, ^tate or federal)^. v . - 

Monitor legislative bodies' , public Ihstitutions' and agencies' actions '\ 
relevant to the problr^ \^ 
Draft" model legislationV 

Plan and organize coalition building. , ' 



Conduet negotiations with an awareness of the necessity of compromise. 
Present argumepts and evidence to support a position (see Public Relations 
and Researcher for related skills)i ^ 
Keep others informed- about progress u^^g: / 
— verbal communication. ' ^ / * 

'-^written communication (see Public Relations for related skills). 
Train others to develop advocate/change agent skills (see Trainer for 
related skills). 

Develop techniques to maintain change. ^ 



/ 



BENEFIT SALES WORKER •. 
A benefit sales worker organizes, runs or helps to run an effort to • *. • 

.raise funds by selling a product or service (see Fund Raiser). * . 

As .a benefit sales worker, I can: ' ■ ' 

Develop specific goals for the activity, operating within constraints 
of available time, space, and personnel. ' ^ V 

Assess potential markets for products or ser.vices. 
Evaluate buyer behavior and consumption patterns. 

Survey ancj choose among -suppliers, of products and services on the basis of : 

- Quality of product or service. \ V • 

- Appropriateness to potential market. : ^ \ 

- Cost. '^ 

■'■ . • - ■ . . . ; ■ ■ ^ :. 

- Reliability. ' " * » - > 

' i> . ^-^ . . . 

Maintain correspondence with suppliers and sales audience. ' ' . 
'Purchase, develop, br supervise development of products or Services- fbr 
potent^.al sale. • ' . . 

Organize activity into component parts and determine the sequence in 

^ ' .. . . ■■ . ■ ■ ■ ■ • • 

which 'the activities must be perfomed. , 

< f . ' , . ■ 

' ■ . ' ■ ■ - ■ •v' ■ • ' 

^ Plan and prepare budgets. 
" V .^^ponstrat^ knowledge of and make appropriate use ofe business forms, ■ inc hiding:' 

- Purchase orders. ' ^ ... 
. - Receipts. - * 

- Sales slips. 
T Bookkeeping ledgers. 



4 



ERIC 



1 



Demonstrate knowledge of basic bookkeeping techniques and accounting " 
procedures. ' ' \ ' " \ ^ ^---^ 

Establish and maintain quality control procedures. . . 

Determine prices of products or services on the basis of cost and, 
overhead factorS* 

Plan and c-rry cut a program of publicity for^ the product or seirvice 

(see Public .elatiorfe/Qommunicator) , including: ... 

> ' ■ . ■ * '. ' ■ 

" Establish relations with appropriate media — radio, TV, y^k^wspapers. 

' - Prepare copy f^r publicity articles, and advertisements in irfedia. 

- Design displays, posters, ' 

- Photograph products or services for media. . ' 

Demonstrate knowledge and understanding of regulations — tax laws, sales' 
permits, leases, etc. — which affect fund raising.*^\ 

Demonstrate knowledge and use of simple business machines, including: 

- Typewriter. ' . ^ . v ■ ' 

- Copier. * 

- Cash register. ' • . - 

» 

- Adding machine. \ * . 

- IL nd calculator.. ' ... ^ . 
Coordinate the execution of simultaneous activities. . * /. . 
Perform, arrange for or oversee performanq^ o,f auxiliary functions, including: 

- Advertising. ' ' * p^" 

- PujDlicity. ' . 

- Pricing. . if '' ^ 

- Selling. ' ; 



.' . - 'banking . ^ 
. " Janitorial. = ^ ^ 

- Recorr . -reping. 

» ■ ■ . ' . ■ 

Establish procedures to monitor personnel, money, and material 
Financial Manager) . • * . ^ 

Train others in established procedures. 
. Deal effectively with customers, including t ^ 
Providing, info rinatiorv about products or services. 

- Explaining pricing poli6ies. 

- Establishing procedures for return/ or ' repayment of products'or 

- Handling complaints.** " 

. ' ■ * . . . . . ■ 

Establish and maintain records, including: 

- Profit/loss statements. ^ . 
' - Expenditures, income. 

, - Periodic reports to sponsoring agencies, other constituencies. 

■ . . ; ■ ■ t^.. -. ■ '■ ■ ■■. 

- statements for other, developers of sales programs. ^ 



; COMHUNITY RES0U:..:2S ^'SPECIALIC : 



■ As a specialist in community re SQurc as, I know, :an ^sd, and car 

.direct ethers to information and services available from public and pn 

.organizations and agencies. . , 4, 

As a community resources specialist, I can: 

■ • • < • 

Demonstrate my familiarity with my community. 

- ■ ^I/ientify local resources and services to help with: * ' \| \ 

- Physical health needs and problems- ' ' 
.Ment^/emotional health needs and problems. ■ ' 

• - Legal problems. . * . 

- Financial problems. / . 

- Drug, ^ alcohol/ or other substance d'epenri-n M gus- 
^ Consumer problciii - ^ - 

— Problems of a<^, sex or race discrimination.. 

• ' ■ - . ■ , ■ • , . ■ ' 

- ^ .Describe the available resources for dealing with Emergencies: 

Eniergency medical services. ; ^ 

- Police services. 

- Fire services. ' . ! ■ 

- Crisis centers.^ „ . . .. . * - ' 

• • ■ : ■■ ' ' ' . ■ ' ■ -'Ti' ■ . ' 

. - "Hotlines". >^ . ' " ^ . ■ , 

f . ■ ■ - ■ 

- Transportation services. ' ' ' 

- Food servMes. . 

Serve as a "sounding board", for^those with problems '(se^ ^ Counselor) 
■ . Provide moral support (see Counselor) . * . 
Show compassion for those with problems (see Counselor).. 
Encourag^» the^eveLeipment ' of *^9mmon Vense.''^ J . . 





Prepdre and help individuals and families- to deal with a crisis or 
disaster. 

Identify arid use information resources to locate community ^facilities 
and s'ervices.' 

Use ^contacts constructively when seeking assistance with a problem, 

■ ' • \- 

Identify those people in community agencies^ organizations, and services 
who can help me cut through "red tape," ^ . ' « ] ' 



Identify, use,, and direct others to legal servicesr^^ 

- Adoption. . ■ . ^ • . I 

- Alimony. 

. * ■ . ■ 

- Child support. • ' 

Divorce/separation; 

- Domestic court. 

- c^luveni-le court. 

- Probation. / 

- Small claims coifrts. / 
(See^ Legal Rights Specialist.) • ( 

Think and behave rationally when dealing with an emergency. 
S^t priorities! in handlitig an emergency. ' ' ^ 

Develop suppoift systems tq deal with emergencies - 
Teach others procedures^to deal with emergencies. 

Can i^ehtifyVand direct ^thers to^ourcek bf food, clothing and shelter 
during personal crises or emergencies. , A . . . ^ 

Identify community resources that can suppl^^ni&ft-fc-^at » family has availabl 

. . " . ■ ^ ■ ^ 

- Social services. **. " 

. • . ' • \^ 

- Educational facilities and- programs. 




- Religious facilities and programs. 

■ * ■ ' • • ' . ■ 

- Cultural facilities -and programs. . 

♦ * . • ■ 

. - Library a^d other informational facilities* anfl programs. 
Transpo rotation programs. • 
Identify and use resources relevant /^td different cultural, ethnic and : 

' ■ ' . \ . • . ■, ■■ 

religious heritages. . ^ - ' ^ 

. » ^ • , .• ^ • ' • 

• ' c . . . ; . * ' . ■ '■ • ■ . ; „ . ■ 

^ Descrdlbe the major considerations * in selecting: 

• ■ • ■ . ^ . • 

"^Support systems for emergencies. ' 
,7 Cjiild care services. • 

- Church ot religious centers. v 

- Funeral or -mortuary services. . " ( , ^ - 

- Legal services. 

- health care personnel, facilities and services, V,.> • 
Identify, use, and direqt "others tcTc^Junseling services: 

- Employment. . " . ' 

- Educatioh. / 

- Emotional, personal problems. L 

- Programs* for the elderly. * 

■ ■ ■ ■ ■■ :■ 'i ' • -V 
- -Programs for v^women. . • i 

Describe the various kinds of federal, and state aid available for people, 

w^)p are eligible /-\and how to obtain this assistance. 

- Aid to dependent children. V~ 7 

. ^ ■ . N ■ ■ 

- ,Social Security.*' " ' ' 

- Unemployment compensation. " ' 
Medicare/Medicaid. - ' ! . 

- Food stamps. 



Identify, use arid refer others "^o tenant's rights, welfare ^i^hts/ 
block associations and other Vgrass .roots"' groups which bring about 
soc^l change (aee Advocate/Crt^nge Agent). 

Demonstrate my Awareness of government program^, and funding procedures. 
Help others ^^ent if y funding sources which can meet the needs. of a 
groijp^r th6 community. / / 

Assist others in aeveloping proposals to obtain funds for social 
programs and- services (see Fund Raiser). ' ^ ^ . 



. A cohsumef rights, specialist is able to evaluate the ^quality of- goods 
aAd servic;Les; select goods and services wisely, determine if consiimers are 

being treated in a just manner, and' obtain assistance on consumer problems. 

.*■>•.■■'■' ' ' ■ . ^ 

• As a consximer rights specialist, I can:. 

■ ■ ■ ■ •. ' ' ' 

Evaluate the quality of the purchases I make:. 

- Food. • ' ■ • • . . • ■ " 
V -^Clothing and other textiles (curtains /linens, rugs, etc.). 

Housing. _ ; . ' ' ^ • , 

Household items (appliances, furniture, etc. ) . y- 

- Automobiles. \ .. . . 

• Children's toys and games. J ' . • 

- Serv4:ces (child care, insurance/ repairs , etc. ) . '• ■^ ^ ' 
• . ' • ■ ' ■ ■ ' ' " ■ ■ ■ . ■ • 

- -'..Determine from among ,geveraL items of comparable quality/ which is the. 

best btiy, taking into- consii^er^tion: , *V ^ " • ; 4 

' • a ' ■ > ' ' . . ' .''v--- ■ ■ .. A : ' ■ ■ '--^ \ . 

- .Cost. , ' ■■■ ; „^ ■ ; " ■ ■ ' 

^ /^'^J* rL'-'^ "iW • ■ ' ' - ■ ' ■ ■ - - 

^ ■ ■ - -^.t^ 's^^t-H- - ^ /: ; •.. . " ■•■ • . 

. Durability. ^-^ - ^ ^ . ^ . / \- ■ 



.... ■ \ ' ■■C^: - ■ . . 

Frequency of use. . 

, Style and other changes. ' . \ ^ '.^^ 

.Use linit pricing and other' techniques to compare costs • of vitems sold 
^ ht;'aii]ioi;nts and quantities. 
Detect potential^ ^health Jand safety hazards ii) items and avoid purchasing 
them: ,. V- ■ . • ' * 

:Fbod. . * . -^.-'^ 

■ ' ■ r :•■ ■ ■ ■ : 

• - Ciothing and textiles (curtaijis^, linens,, fugs, etc.)./ 
V^- J^pusehold it^s (appliances, furniture, : etc. ) .' 



- Automobiles • . ' /, ; / 

* . * " ■ ' • ■ ■ * ■ ■ , 

. - Children '*s toys and games. • ' <x 

. s ; ■ • : ^- . , , ■ .J- - ' ; : .'v. .... .• .;. 

, T- Servicesi" ■ ; • I ' ' ' ' ' .. - 

I Locate, use, anS direct: others to information resources which can help witji 

- Evaluating- the. quality of goods and services/ 
.-•Evaluating health and safety hazards in' goods and' services,^ 

- Identifying bestbuys, savings in costs, etc. 

• Identify, use,and direct others to groups- and "orgafiizations which can helj) 
- them y/ith consumer problems (see Community Resources Specialist) • • - ■ . 

. Organize or take^part in a food cooperative in order to achieve ^ings in 
cost^bf grocerj" items, • ■ ^ . .. . > . ^ , . ;^ 

Organize or use other cooperativ,es/to achieve savings; " ' 

Select living quarters to meet my family ' s needs and circurhstances/ ' . • 

• . ' . / - ■ ' . • ' 

. Pescribe my rights and responsibilities as a tenant. ' • ' 

Help others obtain their right^as tenants/ ' > . 

A . Describe my rights and responsibilities as a home owner. " ' ' . 

^ Read and interpret a: * . \ " , / ^ ' . 

Lease .^^ " >^ ' ' \r - . 

- Contr'act. • . ' 
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- Warranty. . . , , ■ > 
/ (See? Legal Rights Specialist.)^ . ^ ' 

-Know what recourse a consumer has wh^: 

- A purchase does not function properly'*. ^ ■ 
An item cannot, be repaired. 

- .A purchase has health or. safety hazards. ' ■ 

-r An ivtem or . service purchased • is not -as advertised. 



/- Services. are not performed as agreed or promised. . ^ 
. (See- Legal Rights Specialist.) . ^ 
. Select stores. and services that best meet my family's needs and " 

• circumstances i ' ^ ' ■ . 

• • . ■ ' ■ -i-r ' * ' ■ ' - ■ . ' ^ 

Locate the tagie "discount" stores/ 

^Select insurance polijiries and plans that are most" appropriate, td' my • 
family's needs and circun^tances; \ ' 

- Life? ' ' ■ ' ' - . ' . 

- Health. - < . ■ - 

■ ... ■ '^- ^ ■ ' 

- Home. \ - ■ ' - " 

i ' ' . ' ' . ' . ' 

- Autbmobile; ^. •. 
Use my\talents as re^b.uiEces by: ■ " '\ 

- Making/ altering, and iepairing .clothing for family members ' (see ' 
. Clothing. and Textile Specialist).. .■ ■ " 

- Canning/', freezing and' bther home preparai^^^ food. ' 

.-.Making sinlfjle home repairs (see Home Maintenance Technician) 

■ ■. . -,. ' ' ■ ' ' ■ 

- Making household furnisJiings^^^Cfiookcases/ curtains, furniture, slip 

. covers, etc.). ^ * ■\ 

Trading my services..-6r gaod^ whlich l/have. produced' to obtain other 

.;. . y , . * * 

good$ or services. 

' - A- ■ . • \ .. •• . 

Select bank^.^ccounts, savings plansV and investments 1;Jiat best meet my 

family l^s' needs' and Circumstances (seeVome Financial Manager) . 

^ ■ ■ ' ■ ■ ' ' ■ - - ^ . ■. 

,-Identify, use,, and direct others to fr^e/or low-cost public services- 

X' \ • '" . • ' - 

,(see Community Resobrces Specialist). - . V 

'* ■ . 

Analyze advertising and idehtiify misleading material'. ' ' 



- Analyze sales. ,j^:^c.:,oclo if real. -savings are available. 

.^' Investigate - credi^ptiorts and- select those most appropriate to my 
family'^ needs and circmnstances / • > ' ' " ' . * " 

Use credit cardsv aria other forms of -credit wisely. 

Know when to avoid credit and loans. ' * ■ , - 

• • ■ , ' ■, ' . . ■ ■ 

Describe how to shop fpr a loan or mortgage. ■ 



V 



. ° COUNSELOR . •. 

'■ — '. . * ^ . 

Counselors advise people who are seeking* help and assistance with'a • ' 
problem. Informal counseling often occurs in conjunction with other activities 
such as managing personnel or serving as aa advo.cate/change, agent • Formal 
counseling programs frequently require training prior to beginning work;, 
parajj.rofessionals and volunteiers in these progranfiTtypically^work ''under 
the supervision of a professional. ' ^ 

In my* work as a counselor, I can: 
... Establish rapport with the person seeking ^dvice. ' • 
— ,.Use, techniques which help people to talk "spontaneously\>y : 

- selecting an appropriate physJLcal setting for counseling.' 

- showing receptiveness by giving attention and by lis terming carefully. 
. — using reinforcements (both verbal and nonverbal) for encouragement 

and sup.poij't. . '* 

■ ■ - ■ ■ ■ . • ' ' ' ' ^' 

- describing how facial exp^fessiou, posture, and tone-of-voide affect 



coiqmunication. 



^ Build client confidence toward the counseling agency. 

j' ■ ■■ 

nstrate my questioning skills by: V 

ing exploratory questions to obtain background information. 



* Demonstrate my questioning skills by: V 
41 u^ 

J ■ 



- knowing how and why to use <)pen-ended questions . . . 

- using probing techniques to obtain further information. . 

- describing two-step probtag and its use. 

- adapting my questioning to th^ background of the person and to the 
nature of the problem. 



- using double-redged questions to h^lp individuals obtain greater insight. 

- avoiding leading questions. , 



- using softening' techniques when. using direct , questions 
phrasing questions so as to .help the respondent "save face," 

Demonstrate my listerring skills by: « 

- describing the' qualities which make f or -an^fective listener. 

- showing how-my objectives (both long range ^nd short range) as a 
* listener influence my listening approach* 

- using techniques to determine if 'wliat I have heard is whdt the pe.rso'n 

wanted , me to hear • v 

' - , * . . ■ .' ■ ^ 

- using techniques to give listening feedback. ' 

: ■ . ■ ■/ ^ . "■, / ■ ■ . 

Describe different counseling techniques and show how and when each 

is used 

Describe the psychological theories on which different counseling techniques 
ate based. . S ■ * . . ^ . 

'Demonstrate jay awareness of the legal and ethical problems related to 
confidentiality. . 

Demonstrate techniq&es to control the interchanges 'in counseling situa- 
tions by: . , . ^ 

- us xng techniques^ to-e^c^^ limit th^ f ocus^ of the discussion ^s needed. 

- using methods . t6,'help a. person..; expand *the options under/ consideration. 

- using methods of values clarification. ' ■ ' 

- describing how to determine when 4 situation' needs to be referred to 
others. " . - ■ ■ / ■ . f 

r discussuing, various approaches .to, decision making and tfee rationale 

» ' . . . # . ' . .- ' ^ ■ ■ 

for' each. ■ .' ' ^ 

-.Controlling .the\pacing of .tl;ie, dhterchange. 

- us/ing techniques to exclud(/ irrelevairt detail. 

. ■ » * 

- using intervllew guides when app^.gprlate to structure the situation. 



IdenCify an individual's problens and difficulties by a variety of methods 
such as': , - ** . ^ . 

- question and interview an individual to obtain information. 

.1' . .* •' . ' 

- ol)sej^e an individualfs interactions with others or performance to 
identify problems'." / 

- work with an individual's family, co-workers , teachers, or others 
to identify problems.^ , » , ~ 

-use tests or other diagnostic devices to identify problems. 

Ta^H--nptes unobtrusively . diiririg counseling or an interview, and use these 

notes later in dealing with the*^client's problem. 



Describe the, kinds of information necessary to handle different type^ 
of counseling 'problems . ' f * * 

Interpret data and use it ii) counseling, such as: 

interview and background. ' ^ ... 

- observational data. " ' v'' 

- test data* 

-other. (Specify) " - . ' 
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Do referral counseling, such as: 
- build resources for referral.- 



. \ 



- describe methods and consideration in using referral resources. 
-0use appropriate techniques for people seeking help* for themselves . 

and for others. 

. . . . ^ ^ , _ , , , • 

- demonstrate the special skills needed in phone lyeferral counseling. 
Do intake. or entrance interviewing, screening, and placement. . - 
Determine , the urgency of a problem or concern and handle it appropriately. 



Handle crisis intervention by: 



-^identifying, crisis situations. 

y . ■ ' • ■■ ■ - . 

- dealing* pro-actively with the people surrounding the crisis. 

** . • ' ' • 

- descrJ.blng responses to different kinds pf crisis situations. ^ 

- demonstrating my ability to prioritize in handling a crisis* and the . 
factors to be considered. 

- describing the special skiljfs needed for dealing with particular .crises 
situations, such as: ^ 

-"alcohol problems. 

- drug problems. ' ' 

- disasters (earthquake, flood, -etc.) 

- poisoning. 

I • ^ ... . . ^ 

.- rape. : 

- other.' GSpepify) . ■ : 



Demonstrate technicfues for dealing with people who complicate a crisis 
situation rather than -aiding it. , ' • 

Demonstrate the skills retjuiret In career •counseling and life" guidance by: 
- using te^s and. other devices to /^^ssess aptitudes and interests. ^ 
-.describing resource^ which can be used to assess interests and determine 

alternatives. - ' ^ 

-fy using methods to implement and follow-up decisions* 

Demonstrate the' skills used in intensive -individual counseling, group 

counseling, and therapy situations by: 

- describing the cues which can be used toVass^Ss state (emotional, 
• .^ysicai, etc. ) . 



distinguishing between techniques appropriate for group and individual 
counseling or therapy. , 

describing the cues which can be used to determine the« effectiveness 
of counseling. 



^demonstrating skills which support professional counseling, 
using special techniques in group counseling to develof. group solidarity, 
to dekl with group conf-lict resolution, and to elicit self-disclosure, 
etc. " . ' 

using cues to help Wderstand gtbup processes and interaction. 
dUonstrating skills used as ^port for professional counseling. 
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emerge:Jqv medical technician ' : 
As an emergency medical technician, I can: \ 

'Care for a pathLent promptly- and efficiently at the scene of an accident,' 
including: ^ * * * . 

- Analyzing, the total situation and recognizing the ^tential problems. 1 



r 



. - Setting priorities under stress. 
^ - Attending to life-threatening emergencies first. 

- Providing for the safety and protection of . the patient caring for 
injuries. 

Searching fo:^^edical identification information. : 
Cont^rol an^accident scene, including: 

- Examining patient for injuries. 

- Removing patient from life- threatening situations. 
^ Exercising ca*e*rin handling ambulance. 



) 



-.Dealing with bystanders, takirig history from bystanders, if necessary i 
Xssuming subordinate role if physician is present., - 



- Correcting- life- threatening problems and immobilizing- injured parts. 

- Extricating patient so a^ to minimize damage to injured parts. 

- Respond to. patient's and family's needs for* comfort and reassurance. 

Provide safe and efficient transport and continuing care of patient on the 

« ■ f ■ ■ : ' . " ■ ■ ^ 

. . ■ * 3 ' ■ , t ' 

way to the hospital, including: '. . / 

- Driving emergency vehicle carefully to minimise disturbance to patient. 

- Knowing and abiding by laws and traffic regulations pertaining to 
ambulances. ^ . . " ■ , 

Knowing efficient roOtos and alternate routes to the hospital. 
, - Making proper use of lights and sirens. ' 



or 



#- Riding in compartHent with'jatient. ' . ^ ^ 

- Continually observing and protecting -patient. " ' ' ^ ( . 

- Administering care as indicated or instructed, * O 
Provide orderly transfer of patient and patient information to hospital 
emergency department r including: ' - ' <, . 

- Communicating vital information. * - 

- Delivering patient to emergency department* 

- Alerting emergency room to potentially high priority situations . 

- Assisting ecLergency department staff as requested. 

- Complying with hospital regulations. 

Perform communication functions, including:- * - 

- Dispatching ambulances. 

. • •. / \ ( 

- Requesting additional resources (police or f ire) ^ \ 

- Alerting emergency room personnel of arrival and condition of patient, 

- OperatinQ radio communications equipment. 

^. ' ■ / . ■ 

" Following Federal Communications Commission (FCC) regulation^ concerning 

equipment. ^ , * . ' 

Keep records and make reports, including: - 

- Interrogating patient, relative^, bystanders. 

- Providing information to medical staff and/or police regarding state 
of patient and circumstances surrounding accident. 

Perform basic life support functions, including: 

Treating shock. v , * . 

Treating trauma and burns. 
" Applying splints. and bandages. , 

- Performing cardiac resuscitation. ■ *t ' . 

- Using airway adjuncts. 



-'Diagnosing and treating medical eirrergencies: 

-Epileptic seizures. 
. - Traumatic shock. • . 

- ^- Insulin shocX. . « 

- Hemorrhaging. ' « ' 

< , ? . 

- Poisoning. ' *' 

Heart attack. ^ 

. • ■ " 5 - 

- Assisting m childbirth. ^ . - 

r ^^^^^^^^9 and handling psychiatric emergencies. 
Care for emergency vehicle and equipment, including: 

- Maintainiiig vehicle in a state of readiness. 

- Refilenisl/ing \upplies. ^. 

- Decont^inating and cleaning -equipment routinely after 
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Managing finances involves alipcating and monitoVing the^^use 'of personnel," 
time and resources so as lo eiercfse control of money and resources for. an 
organization, program or activit^. ' * ' / 

As. a financial, manager, I can; ^ v 
Plan and prepare budgets using: ' ^ ^ * 

- fund budgeting. * / ' ^ 

- program budgeting, 

other budgeting techniques (specify) - , . , ^ -/ ' 



Present the rationale and justification for a budget. ' 
Understand and interpret ^a budget. 
Prepare budget projection^ .ba^ed on historical analysis and cost trends ^ 
Prepare, cost estimates from datd^about the' utilization of ^rsonnel, »' 

- ■ r , . . . ■ • : > 

time, and materials,. , / /* ^ ] 

Establish procedures to monitor income and expenditures. • • 
EstabUsh;procSfedures etc.) whjph ehcourage fiscal responsi- 

bility. : ^ ^ ' ' . " . 

I ' ^ . ■ • ^ * 

Monitor inccme and expenses so as ta>^exercise fiscal control or, whea' 

^ " ■ " ■ . ^ ^ , . V • ; 

necessary, adjust existing budgets. 

Demonstrate a knowledge of basic bookkeeping techniques. . ^ 

Demonstrate a knowledge of basic accounting procedures. 

Apply, appropriate accounting and/or bookkeeping techniques, in maintaining^ 
financial -^records . ' 
Establish and maintain fiscal records and procedures wl^ich will meet 
external audit and/or accountability requirements. 

- r 

Plan 'an investment • program in keepjlng with organizational needs and 

- - ■ ■ ' ■ ' ' - ■ ■ ■ i ' 

objectives. ' » ^. 7^ • 



^Demonstrate a^^^oyledge o£ various types of ^nvestmehts and t>€ advantages 

and/ox 'disadvantages of each: . Stocks^^ ^ Bondfe /Money Market 

Instruments ^ and Other . 



^Apply^the "total return" concept to ^investments when approi^riate. 
Monitor, an inve^stnent program^ and e^valuate -its effectiveness inr relatiofTV 



to: 



• organizational needs./ / ; ^ 

-4|^her investment programs. ? ' • . 

- ecoitomic^nd market- indicators . 

Establish work flow and work loading procedures ^ - 

When income and cash flow analyses indicate^tl^E^ it is appropriate,. . . 
plan and execute appropriate short-tem^ investments. 

Conduct salayry admijnistration and performance reviews for paid workers/ 
Establish and maintain quality control pjfocedures for individuals and 
products. ^ . ^ . * - . . ' 

Train others in financial management procedures (see Trainer for related 

. - ; ■ ' ; ■ ' " — ^ — . ■ ■ \ 

skiMs)'. . * . , ^ ; . 

Determine prices on the basis of cost and overhead, factors when a product 

* ■ . ■ ■ . 

•or ^rvice is sold. ^' • - . ^ 

■ - ■. ^ 

' . • ' ■ ■ ■ ' ' i ' ' 

Discuss the social implications . of investme^nt decisions (how company ' / 

policies can affect the environment, minorities women, etc . ) and decide 

if an Investment is appropriate to 4:he philosophy of my organization. 

Know-how to obtain information , about both the economic condition ^nd . 

the activities of a company before making an investment decision and/or' 

voting^p^o-xies - \^ ' ' ' " ^ , 



'FUND RAISER 



-,\ ^^.^ raising is the "dey^tppme a system of financial support .for an 



organizjationi^ program, or acftlvity. 



\ In ray ^ work as a fund raiser^I can: ^ ' 

' ' ' ^ . - . ■' • . • '.■ . "•••■■*. "'' ■ ' ■ ■ ' * ■ . ' 

- Assess needs so as to determine yhat> financial support is required ^ 

(see Problem Surveyor for related skills). . . _ . * ■ 

Plan a fund raiding activity , includitig: . * ' ■ 

- Identifying objectives and specific goals. [ ^: ' v 

■ . ■ . . '■ ' •• • • • . ' ■ •• ■■ 

- identifying poteottal sources of funds from:' . ^ 

- governmerit (local, state, f ederal) . . . / - ^ '^a^.^ 

- business and industry • -V ; ^ ■ ' / 

- foundations; ^ • . 

, • ^/individuals. ■^■V':- . 

• ^ . - . . • . .. 

X./ • other organizations. ./ . ■ 

\ |>^^'^^^^^i^8 methods and Strategies appropriate .b^^ to orgatiizatioual ' 

; ; .'-'y • ' - ■ ' ■ y.,;- • ' : •, ■ ■. V 

, image and^ potential funding sources. °* ' > ' , 

/ estimating requirements for people, materials,, and time. 

est'imating cost of a fund-raising effort. ; 

... ■■ • ' • . ■ ' .- ": ■ ■ .V ' "■ . ' ' ■' ■ ^ '.■ " ' 

- Demonstrate knowledge and understanding of the code of ethics -regarding 

'■ ■ ■ : . ' . . ^ 

fund raising. v T- 

■ ■- ■ - ■' ■ ■ ■ ' ■ ' . , ' ' ' ' ■ " " "■ ■ . ' ^ 

Demonstrate knowledge and understanding.: of tax laws and Other regulationf 

• - .'■ ■ ■■• • ^ .■ ■ ' ■ ■ ' ■ - ■ ■■• ■ ^- ■ ■ . 

wh/ch affect fund raising. \.* ^ ^ ' 

^ ■ ■ ,^ ••■ * • ■ ' ' ■ ■ e ■ •-. -'.f ' •'■ ■■' ' - 

- Utilize the . tools' of fund, raising by: " *• ^ 

- demonstrating knowledge of resources such as foundation directories 

■ ■ . " ■ ' .... ■ ■ ^ ■ • ■ ■• ■ ' '■ 

■"^ • directories of government programs , etc. 

" ■ /'^ ■ " ' ' \ ' . ^' *. ' ■ ■ " ■ . ■ ■■ • . ■ . ''. . . ' 

^ - demonstrating a knowledge or financial inana'geraent (see Financial Manager ) 
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- demonstraclng knowledge of proposal preparation skills/c'see Researcfer 

■ ■■ ^' .-^ , " ■■' '■■ ■ . .■ ^ • 

for related skills ).. > . , , '\ / • - 

- demonstrating Hcnpwledge of techniques . Jn prepariiTg {Promotional materials, 
(see Public Relations for related skills),./' ^ \_ v 

- demonstrating an understanding of th^- motivations, and needs involved 
in contribjiting to a group,, organization, or program and- methods to 

. ljuild on 'these. / '' - ' ^ '* ' • ' . 

AWnlster ^ fund-raising program, includi^^ . " 

• : . • ' • ■ . -. ■/ ■ ■ :; . ^ ^ ■. . : • . . ■ - ■ ■ ■ ( 

o.r recruitirig staff and workers. ' - , i . 



" training"- othefl in;fund"-raising techniques (see. Train er for relkted 

' ' / ■ ■„. >- - 

. skills) . ^ \. . . ■ ■ ■; V" : "'^ 

rmining Strategy. . " 

nffifl-jl^^targeV^ 

ma|cin^/Wprk assignments and monitoring progress^. 

T. ^et(;ing .and>CQjrjmunicating goal. •> . . 

- coordinating multiface'ted efforts. ^ 




J- 



r assessing and reporting on progress. ^ ' } - • 

- modifying-; plans to. meet changing circumstances. ^ v . ' 
' Raise funds by, selling a product* or service, inxsrudingj : " 

- selecting products or services to. sell which ^r.e appropriate- .to the 
organization/agency image. \ ' ' ' ' 

- selecting a clientele or target, population. > . .<.-■- :.• 

' ; ■ •.- . ■ ; / . ■ ^-/^ ' • ' 

- researching cos t/benef it f actoir$;^f or alternative^ products, services,^^^^^^ 
delivery systems (seie Financial Mana^r ) . * ^ ' 
planning and monitoring product or service delivery. 

- selecting and recruiting rsales personnel. ^ - 

- training sales persomjei. - V j) 
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- selecting sites, territories and/or locations /for sales on the 



bas is.' of clientele , 



cost, etc. 



/ 



^determining/if sales permits, leases, etc., will be needed and obtaining 



them. 

. ■ *<? 



- pXa^^^ money, and^. • 
materials (see Financial Manager 1 , 

- planning and implementing 'publicity for the product or service (see ^ 



I 

Public Relations ) ; 

• ■■ X • 

which will help joth^rs planning similar sal 



T. m^^taining record 



es 



programs in the future. - 

- developing techniquesor procedures fbr-return ori^ repay o^roducts , 
sale of slow-moving ^products, et^. 

Raising- funds by staging a special event; including: ' : *^ / ; 

-^seleqting the type of ^vent which will be ' apprbpria^ to organizational/ 
agency image. ^, ' / , i ' ^ ':'.}■. ^ 

—•deciding if the event should be targeted to ei specif ic- clientele or ^ V '^ 
• to the genftraj. public. a ' . ^ . 

aeteririining the cost/benef its pf ai^ternative types of events i ^^''V ■■:}')'?■■ . 

■■ '■ ^ • ■ .. ■ ■ V.,:;' : ■ ■ . 

- planning and imfilementing ; publicity- Relations ) • - 
.-. . . . • . ■ 

- organizing, a plan for staging. t)ie event. 

: selecting^an(^ecruiting individuals to work on various types of ^ 

tttas^s and activities.^ ' - S> , " . 

- training staff and participants (see Trainer ) . * , 
obtaining and organizing materia,ls .* - " ^ a • ' "" ' ' ' - 

- determining if- p.ermits and, permission will be needed- and obtaining them. - 
. -selecting ^ites and locations for the event on the basis of factors / 

such as target (>opiilatlon,\ cost;; etc. / I - V : ' ' / ' 



— monitoring . the 'work, of staff. • 

, , ■ -'rt ' . ■■ ■ " 

.-.keeping records tfiiat Will, be of use to others planning similar special 



events • 



Raise-funds from government , corporations , and/o;: . foundations ' by : . - ... 
researching special interests of potential funding sources (see " 
Researcher ) . ' \, : ' ' 

- preparing a proposal. . ' . * * 
-.contactiilg appropriate funding ^sources. 

- promoting a, proposal, project, or special need. 

- preparing. reports which demonstrate organizations or ^agency account- 

ability to the funding agency. 

^ • ■ ■ ■ ■ ■ ■ ■• ' • 

Raise funds from . the pubj^c through a campaign including:' ; ' 

- planning campaign thenje and organizational strategy. ' 

, ■■ ■ ■ ■ ■ ■ ■■ r . •.. . ■ ■ ^ ■ 

- recruiting workers for different Niseis of responsibility and different'^ 

. kinds of ll^ks. " V ' 

-training and motivating workers (see Trainer ) . 

- preparing materials to be used in the campaign (see Public Relations ). 

- monitoring . the progress of the campaign. 

- revising^ faffing and strategy to deal with emergencies^'or with inadequate; 
ptfblic response. 

. ' . ■' ■ , ■ ^ ■ '^^ ■ ■ ' . ■ ■ ■ 

- preparing reports which wi^l be o^ assistance to others planning siijiilar 

- campaigns in the future..'. ^ ^ 



." " • * ■ ■■ " : • ■ •' v^'^ V ...» 



' • GROUP LEADER -yOR- A SBrVING bRGANIZATION 
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Leading groups' of peopla^btsa^. serving organization . . involves helping 
people .grow and develop within an otganiza^ibnaj. structure. . . : - ' 

In carrying out my r<^sponsiM.iity as a gro.u'p lieadelr'^fjQi^^ serving organiza- 
tion, *I can: . • 

- Plan and coordinate activities. 

- Secur.e resources, human and physical. , . " 

- • Provide counseling services for people, where applicable (see Counselor ) ♦ 

\ . 

■ • ^ ■ I 

- Organize committees to carry out tastes. 

■'" ■ ' . ■ "-■ ■ jj ". • ' • . 

- .'Keep, records ofj^prdiyidual" and group progress. 

- ^Prepare budgets and keep financial records (see Financial Manager ). ■ 

- Organize and conduct meetings. 
Understand and deal with conflict.. . 

- Teach games, crafts , songs , dances, interperso\ial skills, socialization, 
and democratic process. : . 

Use audio-^visual ' equipment . * * ' . 

- ■ Abide by organization's standards. ; ^ - V 

- Use , proper safety precautions • - 

know and use techniques and equipment specif ic to the program. * 



^ . •. HEALTH/MENTAL HEALTH, CARE INSTITUTION VOLUNTEER . " • • • ' 

. ; ■ A health/mental health care institution vpluntebr provides assistance in 
■ one or sc^verat ;of the 'functions- performed in institutior^^ devoted to the care 
of illr. handicapped, or mbntally ill " individuals. As a health/mental health 
care institution volunteer , . I can perform some or all of the following 
functions: ^ ' 

Respect and observe precautions concerning confidentiality of patient^ 
and patient histories. . 
: , Follow orders anci acq^t supervision fr'om professional staff. 

Act as a couri-er -feetween various departments , of the institution. \ 
jr» . Learn and apply the rules^f a specific institution in: '' ' \^ 

- Greetiijg patients and visit^s. ^ * .. 

- Answering telephones. 

- Providing information. - 

■ ■ \r. ' ■ . * ■ 

- Maintaining and handling records. >. " 

♦ . \" - ■ 

- Escorting patients.. ^ ; * " . , ■ ■ • , . > 

- Operating equipment- (wheelchairs, stretchers, elevators, etc.). 
^ - Using special te^^ninoTogy^ and abbreviations. - 

^ - Erit'^ihg patients' oi treatment rooms. * 

- Directing questions to appropriate sources. 

- Discharging patients. ' 
- ' Act as cashier dn coffee shop or gift^shop. . ' » 

Provide support and ministerial gui^nce to patients and their families 
under the, supervision of a member of the religious ministry; .. ' ^ 
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Provide general assistance in the^emergency room, including: 

- Assisting professional st^f f in 'giving personal and individual 

attention to patients. 

.1) . ' ■ ■ ; ■ '. . ■ 

: T Providing support to patients' families,— 

, ' ■ • _ " " ; • ''"^ ^ ■ , • ■'. , • 

-r Holding patients for suturing, intravenous medications,* injections^ 

- Transporting patients to other parts of the institution via stretcher 
or wheelchair. • ' . ' ' • o , 



, - Keeping e,q^ipment closets and cabinets', well stocked 
'P 



,v^a.piut:uu uxui^ets ana caDinens' well stocKed. ' t 

'Provide general assistance in the out-patient department, including: „ 



Meeting patients. 

- Al^ting ajjpropriate personnel when emergencies occur. - * 

- Filling out initial information sheets." ' 



Escorting patients to treatment. 



Filing and pulling charts'. 
- Performing errands for patient's family, making. phone calls, watching 



children, off ering coffee. - . 

- Avoiding interference with professional staff activim^is.^^ '^^ 



Deliver flowers to patients and maintain flowers in prof5»er .corfdit^on. 

.... ' ' ' ' % 

Distribute and collect menus and help patients to^ seleat meals. 

Assist in the pharmacy by: - ■ 

. . ■ ■ ' ■■■■■ 

- Helping to salvage unused medications. 

. . . . ' 

"Packaging medicines. - • . ' 

- Performing stock control activities:, filing, checking, an<i verifying"" 
Provide recreational activities for patients, inclifding: . 

- Yoga. . . . - - ^ . . 

- Indoor gardening. • , 



-.Grooming. -^^ ; , 

» . . . ■ ..... »' 

- Arts and crafts projects. 

- Sports. 
. - Drcuna. 

■ . . ' ■ ' • ' * 

Set up and maintain libraries, playrooms, Or magazine collections for ^ 

patients. . 




/■ 
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, . LEGAL RIGHTS. SPECIALIST 

v7 . . , . • '-. < . . ■■ 

A legai rights specialist can. help herself and otsfcers obtain fair and 

quitable tr^tment under the law. ' " / 

As a legal rights specialist , I can: . , 

Describe my legal rights and respons.ibilities as a: 

- citizen. • 

- Consumer, *, 

- Home oWner. . ' - I 

- Tenant, . . v „ 
' - Parent. 



- Volunteer worker/board member. 



Employee. ^ ■ ^ 
- Employer. 



Select legal services and processes appropriate for a given problem, such 

• « • ■ . ^ ' . ■ V. " ■ a' 

as, small claims court, probate Court, etc. ^ / 
* \ ■ - 

Identify and obtain he]sp from organizatioi^SJawhich provide assistance to • 
^ thos^ who f eel ^hat th^ir legal r:fght^have been violated. 
•Hplp otl^eirs. obtain in;formation about tjieir , legal rights as: 



- Cori^^ers. 
. - Tenants. 

- Children. 

- Wives. ^ ' 

- Parent;;5. 

- Wqrkers.- 
Women. 



if : 



^ - Recipients of' funds from programs like ^id to Dependent Children, Social 

^ " . = . ■ : . ' . ^ ' _ ; . 

;^^.<TS edurity, unemployments compen^tion, etc': ... , . % . 
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Read with understanding and interpret: 

- Leases. 

- Warranties. 

- Insurance policies. , . . 

- Medical consent and release forms. ' 

- Contracts and legal agreements. 

Describe the essential ^ elements 6f sales contracts related to the purchase 

- Cars. ... . ' . 

- Household appliances. , . 

- Home furnishings. 9 
" Home improvements » \ ' ' 

- Services. . * . ' ^ 

f ■ 

Spec-ify the legal differences in various forms of home ownership and the . 
advantages/polf^ntial problems of .each: ' ^. " . 

- Individual. . . / 

- Co-owner, ~ ' ■■ ■ . ■ ^ 

- Coopemtive. ' , 

- CondomjLnium. ' ' . ) \ * 

Describe 'the essential elements of contracts related to a home: 

- Leases/siubleases. • ^ , 

'a' 

- Agreements of sale. ^ 
Describe how my righ'ts as a homeowner are affected by; 

- Mortgages: 

- Home improvemenj^loans- ^ 

- bth^ home-related loans. • > 

- Title documents. ^ ■ . ^ 
Zoning. 

- Settlement/closing agreements. 
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Conduct a search of legal documents to obtdinr, 

•' f 

- Description 'Of a property. , '\ , 

* , ■ 

- Title/owner information about property. . ^ 

} ■ . \ / ' ^ . 

" Zoning and '^'ther restrictive covenants on a piece of property- 
A - Tax information about a property. ^ ] , 

- Records of real estate transactions. 



> 



Describe the legal, processes related to divorce and legal sepa;ration, including: 



- Grounds for divorce/separation. 

- CourJ; proceedings. 




- Property division. ' • \ , 

- Child custody, support and visitation. 

- Alimony. - ' , 

■'• / 

Check public records for information about births, deaths and wills" 
Describe'the legal processesj-related ±o inheritance, • including: 



Willsv 



ir 
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' ^ Ej^eparationVg? probate,. invejitories-* 
, - Distribut^^'^of estate assets. 

- Property , transfer) 
Pension/insurance transferA ^ 

- Trust estafe diahageihent,- ' - 
" State. ai\d f ec^|jcal_laws r.elating to inheritance. 
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-\ social ^^curity ahd ^obher survivor' benefits. - 



Spec^if-y the^in differ^Gies in.'^rious foriAs^ of - business ownership ^and the 



•advar^^agfes/potential; prolJj\5is of each:- 
^-^ Individual. 

-rXpartneiship.' 

- Corpoyation: 



5 
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^ePes' le^al rights in regard to ben^i 



Describe empioyefes' le^al rights in regard to benefits, such as : ^ 



- Pension.- . . ^ , - 

- Profit sharing, ^'^''^'^v^^^ ' ^ ' 



^ T, Life, insurance. ' ^ ' ^( 

% * ** ■ * • 

- Health insurance... / ' 



- S'tock options. . ' ; . . ^ .• 



- ■ ■ . ■ J ■ ■ ■ ' ' - ' ■■ • . ; . • . 

- Nptifying lawyers and clients of approaching deadlines^ and scheduled 

* • ^ ■ ^. ■■ ■ * . ' . • ' •' ■ > ■ 

court4appearances. - . ; ^ , » 

- Making arrang^ents . for legal depositions J> ^ J \ ' \ 



- Ind.^xincpcv^ J^^^^- -^'^ 



Assist those who comL to vc(^unteer legal rights organizations by: , 
" Conduct^ing, a preliminary interview for the lawyer Who will hdndle the' 
• pr6blem. \' : \ ' . ' ■ ' A • ' ' v 

' . . .. ■ • 

- Drawing up drafts of documenta for a lawyer, to reyiew, sucft^ as: . r^'^- 



" Co;it^i^acts. 

- Wills. . _ -. ' . • , r :-j , , i 'ri • ■ •^^Z 

- Gathering' inforinatiort^ for "^awypr.sXto 4ase in^^^ ^ f - ^ \ • * ? 

Keeping reports of .meetings (with lawyers anca client^. 
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; LIBRAR^ ASSISTANT 



libi^ary'^assistari.t helpi^ l^.brary uspfs and assists the library staff in 



techtRcal services. ' 

i ' ' . ■ - ; . ^ 

' As*-4 "library assistant, .1 can 



~,^4^Dd^eiop ^nd/or rriaijhtain current file^ of special materials,, such as: 



Newspaper clippings.,- . 

'J ' * . '• , 

- Magazin^^ article^* • 

- Picture^. , . . ^ - ^ 

: . ■ ^ ■ ■ . ■'. /7 

- Informal report^ of local ^nd community groups .^^ 



Use and maintain audiovisual equipment, sucVi. as 



- Slide/>pro jector . 
.-*;^Film projpector. 



Y, 



-jTape recorder. , i 

- Recordr player. 

'I , • ■ ■ ■ 

- Micro £ich6/t^crofilm^reader/pfint 
Video{:ape machine..-' \ " ^' 



er^. 



Direct other|5 .in the^use of audiovisual equipment ^1 f 



<.. » 



- Slide pro jep tor 
Fi'lm pro^^ector. 

i - •^(ape is?{?corde^. 

. . •■■ ■ ^ ^'^^ ■ 

- Recorct flayer.. 



- -Microf iche/miorof^lm -ris'ader/prirfitp^. 





Viideotapc machine. 



"6 



Use jiata -processing equipment to, cjieck, out/chefck in materir^^ls , ^Ident^ify, 



dyeTdue materials , etc. ^" 

• - . .\ . ^ • . - ■ • . ■ 
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Ass/ist librarian .in purchasing . and processing library materials, sucTh as- 

- Type purchase orders, catalogue cards, etc. ^ " . * 

- C^heck invoices on new orders, 

- Proce3S* incomi^» orders. ■ 



Reproduce (photocopy) catalogue cards / orders / etc " 
\. : ^ / / ' J . '- . ^ 

--Alphabetize, sort and file catalogue card^, orders> etc. 

, - Put ^libraw plate*, card pockets, etc. , in" new* rnal;eri^ls\V 

Assist, wit^he delation of /library materiale, _^inpluding: 

— Check nut mAi- e^TTT c / 



.4 ' 
J < 



y.-'ldcate special materials and lace them on reserve. ' 

- IssxTb and/or* check library users'^ cards. ^ ' • 

- Prepare 6verdue notices. • . . " , ^ 

- Sort 'and shelve books. • • / 



v^.ci' J^- "Read €He . Shelves" , to .see th^t man:erials are in 'fJrpper locatiqV; * 

ReVie^ tl)e circulation/recard o/materials to help in decisions about 
^^weed^g out^ 'the rcoll/qti ' / ' • 

•ial^> 
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. - Make,* an inventory of material^-'to identify items that may be Ski ' ' ■ ^ 



fessing^'or 



* misfiled. ' 

' s - InsHect vbooks for we^r^amage/need of replacement."* ' > ' • .'v ' < 
Help with user Services, including^l • ' • / i ^ . 

^ \ "Providing informatS.04.NQn library,; ^ facilities and ''rules. J'' j 



■1 



. Answering questions' that involve fact-finding "in, standard 'ireference 



I. : 



sources. 



Helrp users; locate ma te,r^'ls by use of 'the card" catalogue 



A- 
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.. :Wor)c wit.bi^reschool^ age children, byv"..- 

cr* • ■ . - . ; • ■ ■ • ■ ■. , 

-:story telling. ^ 

- Usihg "Puppets. ' ^ ; ■ ' v*' . ■ ' ■ - ^ 

■ - .Usi;ig audiovisual materials^ ' ^- 7 " ■,. ■ ' ■ . 

■ ' . ' ■ ^ & , ■ ^ ' ' / ■ 

- Reading aloud. ' . > ;; :;v, . 

Work with school age children, including: ■ - 
• *Ielpincf-^em- to differentiate/between materials which promote leaming 
. and. those w^ich provide enjoyment only. ^ , ' . ^ . ^ V.^. 

r Helping thenv/1 earn' how to carry/out lib^^ . - 

- .Helping them. -learn h6w to 'select materials^ appropriate^, f^^ age, 

. ■ ■ ■ ''^ • I. ■ . ' * ' 

reading ability, alnd intefe$ts.^ :\ . ' ^. 

Develop ."displays and special exhibits: % 



- Seasonal/holiday. 
--Community events. 



< Ethnic/cultural heritage;. • 
-::-:Special. inter^^ hoJ^es, -t^ 

- Explaining library. prot^^W • ' / . 

Develop posters, leaflets ^nd other brochures about library prpgrams. and* 
services. . ■ . • '■ ..4 : ' .■' ' • ■ • : : ' • . 



Organize and maintain materials. . ' 
Index local newspapers. 
• - Repair/reci^ver bppfcs. • 
. - File newspapers'" a?nd .periodicals, v.?* 

"■V ■■■ ' • . ■ . ' . ■ --t . . • ■ ■ 

■ - Record books, articles, /etc. , , oh t;ape. 
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. -Demons trace*, knowledge in the use of office, equipment, such as: ' 

- 'Typewriter, , \ ' , . 

^- Xerqxy • " . . , V ' - . •• \' 

Mim«dgr^ph. . . " " ■ *' 1 ■ ' ' ' 

- Duplicating' machines. . 

Determine the needs of library users and refer them 'to €he appropriate 

' ■■' . / . ■ \ . ■ : 

materials : " * . ■ ■ " . . \ ' 



Refer^ence. bdbks. 

- Books on specific subjects 

i ■' ' 

- Children's books. - 

- Periodicals i ' ' 

- Aiodio visual materials. 

- 'O'erticai file material^. 
" - Special collections. ' ' \ * \ 

'Analyse the appropriateness of library materials for: 

-■.".*'.. •■ ■ ■ _\, ■ ■ _ . 

, - Children of different :ages. ■ ■ 

.-. Individuals with ^a|i|iieaps. i^^* ' ' ' ' * 
: Visual. % ■ - ' ■ ■■ '■■ • 

Hear4.ng.. y . -v . V v ' > « 



Physxeal.-^ 
Melital^ 



- 'individuals with linvited ability; to read/sfJeak *Eng4.ish:' - ' - ^'^ • 

• ' " ■■ ■ ' . ■ . . ^'V ■ ■ " -^^ .' . - » ' ■ ^ ' ■. ' ■ 'v' ' .■ \ ■ 

Evaluate 'the appropriateness of nonpar xnt materials ^ (films -records, etcl ) •* 
for specif ic. groups and/or activi:ti*es.^' ' ■ ^- * / • 

D4nonstrate. my ,sensiti^i;ty' to an(? awareness? of edtrariunity!. attitudes* an^ . 
coftcer^S..- when -planning^; "I ' .. - ..'^ , ■: .•'.'■^ ' ' * 



Assist parents, teachers and others working with children in selecting* 
appropriate materials. * ' 

Assise individuals i^^th handicaps (e.g., visual), in locating and using 
special library^ materials >, which ^ w^^^ meet their needs. ' . " 
Assist with programs and workshops for library volunteer programs: . 
Reading Is Fundamental. ' 

- Literacy^olunteers. 

- Friends of ^ the library. 

•Assist with the development of bibliographies or other lists 'of library 
materials on selected topics. 
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^ -^SEilM STAFF ASSISTAtlT' fPOCENT-Y ■ , ' ' 

' Accents descr.ib.e^and discuss museum exhibits with gioups of individuals 

to .facilitate a beCC^ understanding -pf what is' being 5e^n;/th^y may work . 

in art galleries or museums; in historical builkingsV mus|ums , reco'^ii tructions , 

or parks; in science or natural history museulns; or in zoos'.' Other ty\es bf' \ 

museum Staff assistants may work, in preparing, preserving, . or -restoring ■-. 

materials for display, 'in caring for plants or. animals, injerf orming task^ 

or activities as. part of the museum's demonstrations, or in conducting research 

As a staff assistant- (doceii^ , "l can: * " ^ ^ 

-J •■ ■ :-. ■; - . ■ / ■ - '. . *^ ; - 

- ; Plan and prepare a lecture-tour for 'childrep and/or adultsv ^ • 

Translate information^ and facts,; to a le\fer of understanding appropriate 
to the background and experience of the* audience. ^, 

- , Deliver a lecture-toui: without notes but following a suggested outline.". • 

- Modify the information given in a lecture-tqur-^o ^uit childreiv of various 



ages .. \ * 



■ Develop. and use techniques which arouse curiosity and provide discussion' 
'during the lecture-tour. 

• Demonstrate d knowledge of and the ability to use a library, ail d other... ^ ^ 
refer§nc^ resources. . ■ ** , « ' . 

'^Read the nature" of a group during . the first ten minutes of a lecture-tour 

and modify the remainder of the lecture-tour as appropriate. ' 
* I&ow t^e criteria on which to J^jdge "^a work of art. . . ^ 

Pla^/a lecture-tour to meet specified educational objectives. ' 

Know the criteria on which to judg^'^bther lecturers. 
-■Speak in public. Witt confidence. > . ' ' • 

■ ' •■ Vv- . ■ • • : ■ ■ 

•/••Understand and can. use . techniques* of group dynamics. ■ 

binders t^d^^rid'^ explain ;the poiicie|..;<?|.;the drga^ ihstitutioA. 



' Demonstrate my knowledge" of : 

- art history. . ^ ^ ^ ^ 

« - art technique^. ■ ^/ . ' - - * 

- world and/or. national' history. ' ' 

• - state and/or local histtjry* '^^ 
— plants. ^ . " 

animals. . . ^ . > . 

. • • '\ •-,»■■'. ■* ' • ''^ 

- science^ - = ' ' ^ . ' 

other>^areas. (Specify) ■ ^ " - . - 



- - Descrlba methods of investigation (see Researcher V. 

. ^' • ' l: ■ ' ^ . - ..... ■■ > 



Prepare museum support materials (see Public: Relations ) . 

- ^ .i Demonstrate, my. kn-owiedge of 'teaching, methods and materials 
^ Develop written materials* for use in le^^r^v^ours . 

r audiovisual materials in conjunction?: with :iectuF 

- ^ Deifionstrate draft techniques . ' ' ° 

r T^ke part in "living history'* depict^tjns'ydemohs^ ^ 

Expl^ain the reason and purposes^, museums, zoos, etc., «^ 

■ " . , . . ,■ ■ . ■ - .' ■ ■ *' 



. 'Know how to -care for living plants, and/or animals which axp par t'wf^ - 
^&h>e collection. " ' , " ^ ' 

Knowo>i)pw to care for and maintain 'the materials and equipment ^in'^fiese..' 
- :'colIection. . , " ■ "' . ■ • ' •■ . , ' 

Develop and maintain a library of materials retevint t^^^ 
p specialty. ■ ' - \ ■ ^ ' ' - . 

Train oth'ets to^Worl. as staff assfstants (see Trainer). - - ^ ' " ♦ 

Work/ irL th .members of the professional staff arid/or with ^mbers of.- the ' 
. supervls^:^ng Bbarji'. . / ■ : ' V - 4? ' 
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* . ■ PEI^SO^^NEL MANAGER . . . . 

Personnel -maxiagement involves allocating and monitoring the utilization 
of human resources within an organization, program, .or~actfVity. -" . 
As a human resources manager, 1 can: ^" * 
Determine the number and type of individuals and the amount' of time • 
^ . z'^ - .nesided to acconpiish .a given task or activity. 

Prepare a- staf f Jng/plan and present tjk$ rationale for It. 
'■^hT"^^^^ staffing' need pro je:ctions on "the has is^'. of historical data and 

■'l^^'^- ; / ■ ■ ■ \ ' : . ■■■■■ . ■ 

- ^- ana lysis ■■»,>.. , . . 

- prepare staff ing need projefctions On^^ E^^ 

. (see Pr-oblem Surv&v orV. ■ / r ] 

- ^^Plain |he relationship between a la^^^^^ 

» agency/program mi.ss ion > (see Trainer )°-. ■ . ' ' ' 

■-■ ■•. . <' ■ ■ ., ■ » 

- Prepare cost estimates .for the use b£'" personnel and" their time (see' 




Financial- Maifager° ) . / ' ' . 

Determine the cost/effectiveness of' altfrBative pl^hs for personft?i ' 

allocation. . ' ' . ^ . • -. . 

■ . ■■ ■ • ■ ■ - ■ 



Select and /ox recruit Ijidlviduals for a vai 
^ Prepare job descriptions.' ^ 

Ppepare^ advertisements :fa?^j:e&tiiAt^ (see Public Relations ^ . 

- 4 Target ■advertiseme^,t3 tovkrd.>pi^^^^^^ . % 

- V. Demonstrate an updetsfcah^inl^^^^ whichMe^d people to 

,.. . ; '.v, "■ -i-^-: ■ . . \ ^ 

take p^rt dn'=\ volunteer woTkV" ' ' . ' 

■» • . .■ ■ 

- Arrange for and/or' con^dTct the organizatio.nai socialization' of personnel 

(see Trainer ) > ' ' ' . .. ; -v" ^ ^ ^ ■ ■■ ■ v. ^ ■ 

■ * .... A. • , ■ * ■• . ' k' 

.Arrange for and monitor^the. jcfo^r^inlng of . personnel' (s^fealner) . i. • 
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Demonsttate a knowledge of the.psychological principles which govern 
people's behavior in work situations. 

, Establish and maintain procedures to^ monitor work quality and xjuantity. 
.-Monitor the quality and quantity of work performed by individuals and/or 
task groups. / 

^ Counsel with workers who are -not ^performing up to organizational standards. 
Develop and use techniques which will minimize conflicts between paid . — 
and volunteer workers. \ • Vv^ ^ 

■ * - - f 

Demonstrate the. ability to use appropriate^techniques to solve 'inters' 

' ■ ■ - ' -■ t.- ■ _ ■ 

personal^^oblems (see Counselor ). - " , ^ 

Use recpgn'ition or other -psychic rewards to keep, volunteer workers inVoived 
and productive. ^ C ' A—' 

Help volunteers see the Velevance of their organization/agency experience 
to the^ir y^png-range career goals and/or personal/levelopment . 



Develop aB^^intaln a system pf evaluative r'ecords of job performance. 
Help supervisors 'deal "with persqrfnel problems.' •. ' ■ ^ «^ 

■^Mairitafn time and salary records J^r paid workers. 
/|o.nd^ct;sa reviews for paid workers 

(see,} Financial Manager ) .4tc^'\ • ^- * * \. 

Conduct performance reviews for ^^^'^^^^^^ workers. ^. * 

Handle, out-piacements and terminating,, ' ^ - " 

Tr'b in others in perisdnnel 'management (s^ee Trainer) . ' 

'■■ • " . -'. ' ■■ ' ■ ■ :^ ^ ^ - 

Understand and keep informed about labor ,law§ (such, 'as Taf t/Hartley) . 

.'^ ■ • ■ V^'' ' . V . ' ■ oTk '■' 

Review and^keep"up-to-date on changes in ^tatp and-^F^Sfral^awt' for'' 
employee •compensation arid bene'fit^. ] z -*^^. ' ' • 

.Develop an. affirmative t ion program and/monitor comp^^ce. ^ - • 
;Plan ,aT\d implement programs, for staf d'evelopmen't . ' ^ i - ' 



r 



Plan and monitor a retirement program^ ^ 

Deal^with employee relations problems and develop, programs to meet 



employee relations needs. ^ - . 

Plan and implement personnel policies and review them regularly for 

■ ■ . #■ ■ . ■ ■ ■ - 

needed changes. 
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. PROBATION INVESTIGATOR 
A. probation investigator under'the supervision of/ a probation officer 
provi^s assistance in a variety of functions related to problems requiring ^ 
judicial determination; i. e. ,v family , juvenile^ legal courts or problems 
related to court orders.' ' As a probatioii^-'lnvertigator , I can: 

- . Comprehend, analyze and 'interpret basic laws, regulations, and penalties 

- . a . 

related to probation and custody. , 

verify routine factual information for the use of professional 

.Make required .field investigations and prepare related reports. 
Carryout oral and written instructions and direc.tors of 's6me-^oinpi<i^,ty- 
Read and interpret basic records. 

- ^ Recognize evidence of, evasion and discrepancies in basic records. 

Prepare reports^.of investigations qontaining factual data and docuKientary 
^ or other evidence. | ^ - > » ■ _ V . - 

Maintain essential ■ records and f^iles. ^^i^ ^ 

Initiate ij^iterviews with both parents to acquire basic informatioD for 



pre-custody; determination 
- Residency. ^ ' 

-^Employment .status." , ' 

% ■ ' • 

*- Wagi^vinquiries. , 
Distingui^sh between legitimate-.needs and irrelevant complaints of 
custodial feare^t'/t " . " / ^ 



Enforce .visita.tiT)n rights of supporting, parent... 



Provide i^form^^tion about agencies thaV can help ^^h "heaJLth, home, ' i' 



Iff 




- - Welfare. - - ^ - . 

^ -> Counseling seryice^.-* - ^ ' / . 

Cd^lect and recorcj monies . due ^nder. court o'tderj 

- Payment of arrearages on fines." j 

- Court costs. , * . 
Restitutions. 

- Support.- o*f dependents- 

- Other payments due under court orders. 

. ■ n .* ' ' 

.Ijssue -receipts for monies collected. " 

Follow HP on child support and alimony payments,.' 

Maintain all pertinent .records and files concerning payments. 

Prepare and send out default notices. • . . , 

Prepare re^rts of monies collected. 

Perform a variety of clerical tasks: » 

- Typing. • : , . 

- Filing. . .. . . . ^ 

■ - • ■ - * . ' . 

- Indexing.- ' • • , 

- Maintaining tickler file for probation officer. .» 

- Reproducing documents. 

" * '■ \, 

Obtain and verify rputine factual information from person^ applying f or : 

" : " • ■ ' ' t ' } \ ' J ' ■ ' 

- Assignment of cduhsel. ^ - . » 

■ . • ' - ; 

- Release on recognizance. V 

Arrange for assistance to released indigent pri^bndts. ; .. 

- Temporary lodging. , , 

-^'Transportation to- home base. ■ , • ' ' .V ' \. 



• * * 
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. Make .re-ferral| to drug .assistance programs. .' 



■ . Arrcuige for psychiatric help; ' 
^ Dperatre of ficW machines, ' sticli^ 
Calculators ^ 

- Typewriter.' 

^Copying machines. 
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urveying -a proRen-^lrea' is - the^'pj&oQ^iss .-of^ assessipg^-c 

r ■ . . ' / - ; /^i . ' > - / 4 * J • 

alid^r ;needs "in order tp. identify f^aV and types^ of future activity. The - 
^ process of pi^obleih surveying is closely related to that of researching and 

- typically precedes that of program development. (The problem surveyor usually 
: collects original data; for more information on utilization of data coile^ed 

- by others, see Researcher . y^'"""- " r * v * 

' carrying -ov;t my work as a problem' surveyor , I can 

l)0veit)p plan(s) for investigating the problem area, / - ^ ' 
Identify, and obtain information about: * 

■-'the target populations ^affected by the problem,. 

' ■ - ■ ' ... - * 

- the^sourcds of power which cait facilitate or bPock the implementation 

. X y of change (see Change Agent/Advocate for related activities). 

- the existing programs^ resources, and other factors which impact on 
the problem*.*-- . 4 . 

^ Assess the impact of the preceding factors on the problem area by various 
data collection techniques such as irftcrv ig, surveying, public discus- 
sions, etc. (see Researcher for related activities). . ^ , * 



Ct^]^e i-^i^^^^ needs or problems within the problem area. 

Prioritize those need^. and problems which are most important and practical 
to pursue. ' i "« ■ . . * • . 

Define potential actions in .ternjs of cost-effectiveness. * ^ * 

Describe the problem areas (s) ^or purposes of program development by: 
summarizing data for ease in interpretation. ... . » ' . 

■ . . ■ .«* '■- 

- keeping records *ojf contacts and resources. ' .. . 

^Describe the nature of organizational and commun'^ty structui^es as they 
relate^.to the problem area and its potential ^olutioii's. , 



f 



1 



9- . 



PUBLIC vR£IAftQN5/CC>>e^NICAT0R : / 

Puilic relations ,re£^rs to a method- of increasing knowledge and und€Vstahd- 
ing of an^orgadizatioa, and/or ^i^isVogram^ it is concerned with disseminating 
infornation to individuals and groups outside^of the organization or .agency and 
with processing inf onnation^'f ro'm outsicje thV'organizationV 

In carrying put ny work in public relations, I can: 

• * 

- . Conceptualize coninuni cat ions and public relations programs which -interpret 

t r- . ^ ■ • ' .r ' - . 

f the" goals of-^the organization.' • ' . 

- Plan and develop a" public relations program. J 

Identify target audiences. , ^ ' ^ 

Determine .the conimini cat ions technique(s) appropriate to each' audience . ' 
-* 5 Gather inf^mation'^by : ; ^. ^ . - 

- conducting interviews. .. . - ^ / 

- confirming facts. 
^ - identifying trends. 

> locating background dat'^, 
(See Researcher for other re! 

Identify representatives of Qther organiza tions^ ^nd of locals state and 
^federal government tio-.re'ee^y.e information al^otJt organizational: activities . 

- . Establish an interchange with appropriate representatives from:' 

■ J • .* . ' * 

^ - members of the target- grolip. * • . . ' 

■ • ■ ' ■ • ^ ' ' 

- voZunteer coordinating agencies. 

• A ' . ■ - • • ■ 

- prcLvate and civic organizations. • « 
-business, industry and. prof egsional'groUi^s. ^ \ 

^ - foundations. . , r » . ^ V ' ' V , ^ 

■ --- local ..^overnm^ " ' • * \ 



ilevant. activixies^^) 



- state governnent. 

- federal government* - ^ ^ • \ ^. . ^ . . 



(See^ Fund Raiser and Advocate/Change Agent 'for other relevant >ct"iyl ties'.) 
, Write: ' - . . ' . > 

'l^^iiews Stories* . ' * . 

•? . . ." ■ ' ^ . ' * *. • . ' 

, - featucs stories. , - \ . " " • ' . 



- factr-Slieets- fbr editorial, bacjkground. 

- reports . ♦ * ' : 



- speecl^es . 



-scripts for ' radio/televisipn. 

- Other materials dfescribing the -organization and its. program* for the 
public. \ ' / ' - f ' ' , ^ 

(See drainer for internal publications O |. . ^ . 

, * . • * • ' ^- • - s» 

Prepa^^audio^^ual materials, vid^o-tapes, ani/or films by: ' 

- util^ing audio and/or vi^eo - tape .equipment. ' T , 0^ 

- uty.izing photographic* equipment . " - *^ * ' 

- directing acting, speaking, :and filming, - • - . : \ 

- * / 

Prepare visual materials, s^fCh as : ^ ifc , 

' ' . . " .- ■■ ■ . 

- photograph! events for news media ox other* publications ^ A * 

-^design and prepare art work. : V- - * 

- desigA displays and/or posters'. ' . 

Coordinate development^ of materials for pi;;6duction, such. as\ \ 

- edit, publications. . ' o '■ ■ / ' r,,.^*^, 

' : ■ . ■ - ■ . •-. • . ■ ' ' ..^V"-:' 

- edit, films and/or tapas. w.'-. • * 

- design -lay Suts, ^ ^ ' > ■ ^ v." ■ . 
-work wit;h pr inte^BHSblishers, and/or' producers. / /^ /J ,r 



Work wich mass media (press, radio, television) to; 

- select optimum outlets for placement, of material and. identify contacts, 
adapt and edit materials according to mass media standards. 

- conduct press conferences . 

-maintain good relations to facilitate placement of material. 
Speak publicly, such as: 

- deliver speeches. 

- promote an organization, program, or service (see Advocate/Change Agent ) 

- participate as a member of a panel or debate group. .* ' 

- give interview's. 

- conduct or .moderate interviews, panel discussions, debates. 
(See Fund Raiser and Trainer for other related activities.) 

Publicize and promote organizational materials. . ^ 

Plan distribution of publications and other materials. . ■:>^^, 



] \. . . RECREATION WORKER 

. A recreation worker leads or assist^ a leader-' of recreational activities 

^ • ■ . •■ - ' - - ' ^ : •) ■ 

. ' .^for specxfied groups in the setting of a schboly^cominiinity , social, or church- 
related- organization. - 

;As a 'recreation worker, I can: . , ' - 

. ' / ■. , ' ■ • ■ ' ' 

• " • Develop goals and activities that foster individual and gfroup development. 

' ■ • ' • ' . ^, 

Develop specific goals and plans 'for particular activities. 

' \ . . • ' ■ . 

' " Itientify resources in^per^sonnel, money, materials, time, and authority ^ 

needed to accomplish- objectives. \ .x ' ■ ' ■ 

- Develop and use techniques .which will enhance relations among people. 

- Demonstrate ability. to use appropriate techniques to solve interpersonal 

* problems. , ■ ' 
Demonstrate knowledge" of teaching- me-l;hod9 and materials. , . 

\ r Develop, and maintain a library or collection of relevant materials, ganies, 

■ * ■■ * ■ » * ■ 

. ' 'and other recreational and equipment and supplies. ' - 

- Plan and organize cooperaMve* and competitive afctivities and know when 

* each is^^ppropriate. . ' 

Teach one or more of the^^ following: ^ " . . 

- Game^. ' . ^ ^ 

, - Crafts. ~ . . ' ' ■ . 

^ « - Music. * . 



- Dance. ' 

- Dramatics. ' ^ 



-Art. 

- Outdoor skills. 
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' - Conseorvation. • . ' . - . 

• • * ■ • ' ' < : / ' ' . 

- Cooking. ^ ; ■ 

-^Sports. * ^ ' . ' ' 

- Gampingi 'it 

Demonstrate, knc^iedge of use and car e"* of ai:^iovisual equipment, gymnastic 

and sports equipment, to6ls, crafts equipment, and . camping equipment. 

■ ' ■ . . ' '' < • . 

Speak publicly, including: , ' - 

ArtieSlating rules and procedures to participants. 

Promoting the organization and its activities to potential sponsors. ' 

- Pxablicizing special events. 

' -^Establish rapport with individuals of diverse backgrounds. 
Raise funds, including: 

- Selling a product or service, " " 

- Staging a special event. - , ; - ; 

Approaching sponsoring agencies, i.e., local businesses, foundations, * 
government. agencies . 

- Conducting a pubLic campaign. . " . 
Demonstrate techniques to prevent or limit conflict between individuals. 
Demonstrate knowledge of safety precautions required' by potentially 
hazardous activities in sports, crafts, camping, etc. / 

Determine the urgency of .a problem and handle it appropriately. 

Demonstrate a knowledge of individual growth and development. 

Select activities that will help individuals learn desired skills and 

attitudes. * , 

Keep records of individual and group progress. 

Understand and use techpiques of group dynamic^. 
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.Plan and. carry out fifeld trips" to" sporting events, dramatic presentations, 
concerts, recreation areas, museums, zoos, etc. " ' 

Develop positive participant attitudes by: . 
Selecting appropriate activities. * ' 
; - Providing positive feedbaqk. 
Provide advice and informal . counseling to participants. 

Determine participant interests and plan activities around, them. . ' . ' ^ 
- Demonstrate knowledge of capacities and needs of. special groups: 

- Preschool children.^ 

Children during early school years. 

■• •■ ' ■ 'i • 

-^Adolescents. 

- Boys/Girls-. ... . ^ 
, - The elderly. • ^ 

- The physically handicapped. 

- The mentally""Ean'dicapped. 

- Single parents. ' 
Budget existing funds. 

Recognize and deal with medical - emergencies, ' 
, Interact appropriately and' adaptively "with personnel/and goals of sponsoring 
V ^gency. • « ^ / 





. RESEARCHER 



Research is a systematic means of investigating a topic or problem. It 



involves generating verifiable d^ta which will sppport program planning and 
delVelopment and/or the implementation of ch^^hge^ . 



, In carrying %^t ray wor^k as a researcher, , I can: 

■ : \.^--- ■ ■ r- ■ \ ■ . ■ 

Select problemcarea(s) relevant to' organizational needs. 

Limit the research focus hyi 

- conceptualizing > issues . . t. , 

- defining variables ' ' ' 

• op era tiqna lining measures. \ \ 

• identifying ,the unit of , analysis. 
. - generating hypotlieses. ' 

Collect^ ba'ckgrbund ' fnf orraatidn. 

- Locate infomati6p soii^rces^ sucn as: 

— writ^^n-mater'ials^.^ 

■ ' ■ 

/ . - d'at*4, banks . 



*• interview^'. 



--'- syrveys . 



Summarize pa6ty,, experience with problem. 
y-'Evaluatef: the utility of past efforts. 
Design res ear chf^ by:' ; 

- selecting r^earch design. ' 

- selecting sampling tdchniques. 

• ■ . * ■ ■ ■ 

■ ^ selecting, sij^rvey techniques. ; 
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- time. " • 

- Costs,. V ■. ■ 

' %' - . . ■ ■ 

. - personnel. , 
Mana'ge proposal development; by: 

- locatifig potential sources of funding. \ 

- writing proposal* to include: . '.-^ ' ^ \ 

- background. * ^ , / 

- design. - . 

- time and cost es-tima tea./ / 

- exp&cted outcomes. 

f ■ 's . - ■ ■ ■ ■ ' 

. - utility, of. research to organi?ation and to the 

■ -. > . • ^ ^ , ■ ' ■ 

larger society. 

- meet with funding agencies to Vpromo^te the proposal. 

- adapt proposal, to meet requirements"of funding source. 
Obtain data to: , ' \ 

- foster cooperation with community groups and/or relevant 
and agencies to gain their support for- tha- research. 

- recruit and tjrain data collectors. - 

- select appropriate data cell .rting Instruments. 

- design and vali.date ; ... da-tz : : llectipg ^Instruments- 

- obtain inform^ec jonidejnt of participants./; 



- obtain data frcr e: -.r- tinr .-fr --ration, banks. 

- use appropriate s:'.mp . : sur/ey techniques. 

•■A * 

- monitor data colle: ><i . il^ty control;. 



.Process data to: 
- 'develop coding procedures • 



- train coders. - * 

- supervise coders for quality control. 

- select and implement other data reduction, procedures . . 

- develop, computer programs appropriate 'for the research des 
Analyze and ^summarize data 'by using^: • 

- averages or other measures 'of central tendency. . ' 
measures .of dispersion or deviation. . _ ' 

-measures describing relations (correlations) . 

- other techniques of bivariate or multivariate analysis^. 

- tables or other means of c^fegorical aggregation. 

■ ' ■ ■ . ' * . 

- graphs and charts. ^ . ■ 

- ::ests of z±9- 'ficnnce. 

- "::q)eriins:.n ' ^ effects analysis. * 

- -.onexpaj i-ujt} causal analysis . 
bl£- e in:iar from data. 

.M:i..:e c . . and recommendations from data to: ^ - 

- ~or > ; aing recommendations* 

- ~ '^^^ for further study. , 

- . -^ Cicy recoirmendations . - ' ' / 
Wriie :r zh repjrt("s). ' V ^ ; • v> ^ 
Disser.: - ■ rasear :h results to appropriate groupsj^^ 



, TRAINER 



Training-involves-teaching. others specific jobs, skills,, ..anc^dt--task^^ 

It involves the teaching and/or organizational socialization of other workers 
. In my work as a trainer, I can: te?- ^ " ' 

Articulate the philosophy of the organization/agency. 

Explain the relationship between a particular iob and organ izat; ' 
agency/program mission. ■ . ' ^ ' ' 

Demonstrate my -icnowledge of kinds of learning a- ., -f dif Ter-^— '^ir.i 
theories . 

Demonstv .ce my knowledge of teaching metho^-;- aac =:atG.ria^.. 
I^- ...r.ing needs (see also Problem Surveyor . 

- jiike a XI - plan which includes: 

le-s:r'^i. ,■ 'b actives. . 

- :sac -.sign. - . 

- ;ieac; ethod*. ^ . 

- bud ;r training costs. ^ ' 
*- schecfriil and site considerations. 

- materi^ls^ both written and audio-visual. 

- evaluation techniques. ^ . 
Determine the cost/effectiveness of various training approaches • 
Determine the suitability of various training approaches for iriividuals 

. with different backgrounds and experiences. <i 

• ' • . ■ ' ■ V. i ■ . ■ . _ 

Develop written raaterials\for use in training. * ' * 

Develop audio-visual materials for use in training. ' . 
Develop training manuals for other trainers to use.v - 

■■■■■■ . „ , ■ ; * . t ■ 



Administer a training program, including : ^ 1 

- selecting and recruiting training personnel. ^ J 



- Selecting training methods and ^ina are l>otb appropxci^te 
to the group and cos^ 'e^ fve. t ^ ' -s' 

- Setting training g<^^^ * ' * ^ 

- Conducting the training u^ .-js i who will traim hers • 

- Monitoring the progress thc.^i^ aeing trainee . 

- Monitoring the progress cho3i doin^ the tr^ 

-Modifying training prog-v , ISnd ~achniques if -.e j^oals of the -rr- i^r^m 
' are not being Achieved. " . 

^-Evaluating the effect: _ ^ of the training pzr^agr am* 

- Monitoring and* evaluE i.: t:ae job performance lose who were' trainecBt 
Develop-^and maintain a 'libvaryr of training mate ?-' . ^ *- 
Conduct a training sess^.. . ^' ^ .■ . . " ■ 

Train others to ^do s^peci-f i.c : job(s ; Or task(s). 

" . ' . > ■ • ^ ■ C 

(Specify) . . « 

Make an effective^ oral pffesentation. ^ ' " ' . 

Demonstrate knowledge and use of group interaction techniques. "(^ 

• ' A ! / ^ 

Know how and when to use different role-playing techniques in training. 

H^lp those being trained to see the . relevance of their training experience 

.. . ^ ' ' ' ^ ' ' ^ ^ 

to their long-range ca;:eef go^ls^^and/or personal development. 



Prepare and evaluate "reports on training programs. 
Evaluate thie trainf'tig pxbgrams oif others . 
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• - TUT0R/T£AC{1£R "S AIDE 

V ' ■ : — : ■ 

A tutor/teacher's aide helps an individual or group of individuals 
to learn something or to improve their learning techniques/ The tutor differs, 
from the trainer in that trainers instruct individuals in the perforaapce of 
specific jobs or^ta§ks, while tutors teach more general skills (sudh as iTeading) 
\ or knowledge which is applicable to a wide range of tasks or activities. 
^ In my work as. a tutor/teacher's aide, I can: ' . • ^ 

Establish a good working relationship with the learner. ' 
- ' Develop positive stude»t attitudes toward learning by; ■ 

- selecting tasks of appropriate difficulty. . . ^ ■< 

- ■ ■ ' ' J ' ' ' ■ ^' . ■ 
• - telling the learner wh^n a *job is well 'done. • ^ ^ 

V " Encourage and support the learner by: - ' 

•-complimenting t^e learner foV aood work and "good thinking to develop , 



/a positive self-concept. . i / / 

. - showing acceptance of the learner^by giving attention and^by* listening 
carefully. \ | ^ , . 'i 

- helping the learner respond'^to- increasingly difficult material, 
showing r^ceptiveness to learner efforts. y 

Vork cooperatively with the learner's teacher and/oi? school by: 

- abiding by school rules relating to tutors or aides. 

- being positive about the teacher and school in discussions with the 
learner. ' ■ , - * 

^- following the teacher's plan^ of instruction. - ^ 

- .providing, the teacher with information' on leaxnir progres^. ^ . 

i 

Provide advice and informaL counseling ' to the learner, when appropriate 
; (see Counselor ) . ^ ' 



i 
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Identify learner needs and difficulties: 

- by direct observation of and/or interaction with the learner. 

- from test data' or other 'diagnostic devices. 

- through discussion with the teacher(s) wha regularly instruct (s) 
this learner.* - . • .^ 

~ th?;ough discussion with other schopl personnel (counselors,, psychologist 

etc. ) . / . * 

Determine' learner interests and pl-an instructional acclivities around them. 
Plan a lesson gr series of lessons including: . 

- objectives. . ^ 

- teaching methods and tefchniques. , , » \ 

- inst^ctio\i^ materials (both written and audiovisual). ' \ 

- evaluation fechniques. - ■ / ^ 

Pace ind^truction at a spe^d> appropriate to the learner. 

\ « ' . ^ . . 

r,^Set and monitox^ instructional objectives'. ' ^ 

Select instructional material find techniques appropriate to learner 
background and exgerlencje. '<'.''■ 
Demonstrate my knowledge of learning theories and their application. 
Demonstrate my knowledge of^^teaching methods and materials. 

/■ ■ ' . V •■: • 

Develop; written materials for use in tutoring. ' ' 

Develop audiovisual mater'ials for use in tutoring. 
Develop and maintain a library o'f materials for use in tutoring. 
(Specify sutje.ct and/or level^ • . . 



Demoivstrat)^ my knowledge of. the subject (s) which. I tutor. * 
(Specify) ' ' 



Evaluate learner'' progress : ' . 

- by Qbservation. 

- Ijy oral questioning, ,^ , ^ 
-by use of tests or other evaliit^tive devices, 

l/se' questioning' techniques appropriate to instructional obje^ctives, 

. . .. ^ ^ . ' . 

l-lake an effective oral^presentation to a group, 

» ■ ' • • » - " , J- 

Demonstrate a knowledge of group interaction techniques and of their 

Train others'* to be '*tutors (gee Trainer ) , ^ - - . ' 



YQUXa 'tfkOUP LEADER 



A youth . group leader devises, and implements progr^Ais which help . young, 
pedple dfevelgp and learh. .^^^ . ' ' ' . V ' ' 

/ In carrying out my work .as - a y^tl/ group leader , ' I can: # 
- Articulate the philosophy of \the organization; or sponsoring group.' - 



Describe hpw the components of the. prqgr^m^ relate to organizational 



.philosophy.' ^ 



fiemonstra^t^^ knowled^ of cjhild growth ^nd deveiopment*. ^ " V ^> 
Demonstrate; a knpwle^e of otheorie^ of learhing. 

•\:_. • ' - •; " /■ ^ ■ . ■■ ^ ^ ■ . • ■ ■ • V 

D^OTtstrate a Icnowle'dge of , teaching methods an^ materia^Jj^^ 
(Specify, areas) ■ - " ' ^ " , - • " ■ ■ ' "'^ ' ' . 



attitudes . 



Select ''let ivi^ies which -will help children learn desired skil^Ls and 



Determine the cos t/ef f eictiyen^;&0 of alternative program components . 



- . Plan a youth group program,* including: ; 
def ining program oi^jec^Jve^. ' 



• -\involvi;ag group members in program planning. : ' 

^. ■ ■ : ■ ' . r ■ ' t ' ' ^ ■-. • " ; 

- selecting; activities which will .most ef ficiently lead 'to meeting 

\' • ■ ^ • , , ' ' * " , ■ ■ ' ' ' ' ' . 

« " the program objectives'.. . ' «^ ' v"' '■ . ^ • ^ ^ . 

: - selecting activities which are most cjappr^pf'iate |or \the~'age, bacltgrbund,; 

and experience of group members. 

. • ■• . / . \ / . ' ■' ^- ■ ^ ■■■■■■ 

- prep/fring program materials. ^ ' 

- determining the budget for the program. ' , ; ' / 

■" ■ ■ ' ,' • ■ ' ' . ' '.. ' ■ • 

■ ?- deo'iding on methods to, evaluate this program. 

■< ■ . 

Admi^ster a youth program, including: ' : - 

f' r^"' ■ ■ " ■ '■ ■ V-' \ . ■■■■ ■ ■■ ' . ■ 

.- selecting and/or recruiting;. others for various responsibilities. ' 
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.- training, other adults' as leaders or assistancs (see Trainer ). 

^-.training .youth group members for leadership poles within the organization. V 

- working with adult. members of the supervising board or agency. , * ° ' 

- determlhlng the effectiveness of various program components in meeting ' ^. 
organizational goals. ' • . 

- assessing the effectiveness of other leaders. ' . ' 

- organizing committees to carry out tasks. , . ' • 
-.keeping records of individual and grouj) progress. ... 

- keeping budget and financial records. . ' 

■ • . . , ' . ^ , - ■ 

— coorditiating activities o£ various groups . 

"/ sedu^ritig financial resources -(see Fund Raiser ) . i ' ' 

Direct a youth groiip, including: • • . 

- organizing, and conducting meetings. ^ ■ -'^v' 
teaching: ' 

' - games. ^0 

: I. . • ; ^ • ■ •• • 

- crafts. ' . , ' 

- music. 

- dance. , ' v ' . ' 



- ijnterpersp'naj skills. <' 

- dramatics . ' ' . 

- health and safety.. 

- art.- • . \ , ' . y^^' 

- outdoor/camping skills. 

' I .' , ■ ■ . ' ' ' ■ 

- religion. " , ' 

- conservation* 



- citizenship. • ^ 

- other. (Specify) ' . , \ . 

demonstrating a knowledge and use of techniques and equipmeiit specific 

• " . • ^ , • ■ ' •} 

to the organization's program. ^ ' ^ 

abiding' by the organizatiort's standards 

providing guidance and. counseling to young people as appropriate (see 
Counselor ) . * 
using audio-visual equipment. 

. * , . ^ " : ■ 

demonstrating a knowledge of children's games. 

<t 

■i 

storytelling, including demonstrating a knowledge of children's literature 
demonstrating a knowledge of safe procedures for children'?' activities, 
'demonstrating the al>ility -to use appropriate techniques to deal with 
interpersonal conflict^' . ' . 

describing how youth groups serve ^as socializing agents. ^ 



/ 
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PROJECT HAVE SKILLS 
ABILITY CLUSTERS 



Cluster I A 

Ability to: 

1, 



Read food labels to identify quality and weight : Lents.. 



& 



3- 
4. 



Compare the cost and nutritional value of conven —z- ood and home 
prepared equivalents. 

Determine the "Appropriate quantity of food to bu ' ^ 

Evaluate the freshness and quality of meat/ fish, ccitry, fruits/ 
vegetables and dairy products. ' . ' 

Describe coimnon food storage problems and how they err. be prevented. 

Evaluate the cost and nutritional value of alternative methods of 
preparing^ the same foods. ' < 

Demonstrate skills associated with food preparation and storage. 



.' , . Cl,uster I.B . * 

* ■ - . ■ ■ . • 

Ability to: ' " .. ., . 

1. . Explain how ^he rights of a homeowner are affected by mortgages, 

home improvement loans, title dpcuments-, zoning, ancj settlement/ 
closing agreements. ; 

2. Evaluate the .quality of clothing, fugs, curtains, linens, 'and other 
t textile items. 

■ . ■■ , - ■ '^'>' •■ ■ ■-■ ■'. ■ ■ ■: ■■■ • , 

-3. Know what rec(aurse a consumer has when a purchase does not function > 
properly; an item cannot be repaired; a purchase has health or safety 
hazards; an item or service purchfsed is not as advertised; or services 
. are not performed as .agreed or promised.. 

. ' ■ . ■■ • " • <> 

4. Explain the rights and responsibilities of a tenant or homeowner. 

5. ;.Select insurance policies, and plans that are most appropriate to a 
.family's needs and circumstances. ,| 

6. /Determine furniture needs. 

7. Evaluate qua li^ .when selecting household goods and furniture. - 

8. Select c'arpets, rugs, and 'other floor coverings. ' ^ 

9. .Manage the overall maintenance of a home.. : . P A q • / 



. - Cluster I C 

Ability tb:- ... . -^'^^ 

1. Analyze advertising and identify misleading material. • . ; ^ ' 

2. Analyze sales promotions and determine if real savings are available. 

3. Identify and correct conditions which are fire or safety hazards; 

4. Prevent conditiorffe v;hich increase the potential for fire (worn, wiring, 
spilled flammable 1 . luids, etc.). 

5. Select goods and . ..-ts that do not present hazards. 



Cluster I D 

Ability to: — , ^ . 

1. Explain how to evc.luate and select real estate. ' 

2. Research unfamiliar products or services. , 

3. ' Select bank accounts, sayings plMs, and investments rha.t best meet a 

family's needs and circumstances. ^ 

4- investigate credit options ani select those most appropriate to a- 
family's needs ^^and circumstances. ^ 

5. Expl^^ how to shop fpr: a loan or mortgage. . 



. Cluster i E 

Ability to r 



\1. / Evaluate the quality of purchases made. 



.2>-^V' ^^^^ij^s* items of comparable quality which is the 

U^best bxiy/ 



yuse unit^ pricing'' and other techniques,, to compare costs . of items ' sold 
^ip different amounts or quantities. 

4. Detect ^^tential health and safety hazards In items'^and avoid purchasing 
them..' ■■ . • ■ y . 



, . Cluster II A 

Ability to: . \ * . . , 

1, • Serve as the spokesperson for an organization. 

2* Plan and. develop a public relations' program. . ' 

3. . Identify target audiences. • 

4, . Determine the coitmiunications technique(s) appropriate to an audience, 

.5. Identify, rapreseritatives of other organizations and/or df local/ state; ' 
■ and federal government to receive inforn^tion about activities. 

6. ' Publicize ahd promote organizational materials.' . "^^^>^ v 

7. Plan, distribution of publications and other, ^terials. 

8. Plan and carry out a program of publicity for a product b». service. 

■ ■» ■ * 

9. Translate information and facts to a level of understanding appropriate 
to the background and experience of the audience. • • 

10. Conceptualize communications and/public relations programs which interpre^t 
the .goals of .. an organization. ' j 

11. ChQOse appropriate 'audiovisual materials. • ? 

12. Write news stories, feature stories, fact sheets for. editorial, background, 
reports, speeches, or scripts for radio/television. ^ . 

13. Coordinate the develoi>ment of . materials for production. 

14. Work with mass media (press, radio, television). . ' 

15. Develop written materials for a particular purpose. 

16. Develop audiovisual materials for a particular purpose. 
17.. Develop posters, leaf lets ,. or brochures. ' ^, 



II B 



Ability to: 
1. Establish eff 
Articulate 
Serve as the 



oso 



;per5 



Interpret an org^.;,- izat 
to the public. ~ 



ations throughout, an organizat_on. 

an organization, 
r an organization, 
nd its systems for the d.elivery of sei 



5. . Identify representative of other organizations and of local, statr 
and federal government : receive information about organizati ")n. in- 



activities. 



Speak in publ: 



7. Identify potential all. 
enlist their Support. 



and select communication techniques 



8. Identify opposition group: and select communication techniqCies | 
best counter their plans c-nd arguments^ v 

9* Presdnt argume^s and evidence to support a position. 

10. Develop posters, leaflets, and brochures. 



Cluster lie 



Ability to: >, 

1. Speak in public. . * ' 

2. Present arguments ar^i s^vidence to support a position.' * 

3. Persuade other^s. 

4. Organize andj conduct meetings, f 

5. Keep others informed abc ^t progress, in written or verbal form. ' 

6. Translate information and facts to a^eveX/of understanding appropriate 
to the background and er^perience of an. audience. • 

' ^ ■ ■ - ■ ' ' , * ' '■ • 

7. Make an eff ective. oral presentation to k grdUp; . "7 , 



. ''.'■''''^■'ii! 
Cluster :IXI| 



Abj.lity ^ 



Ass. ..hers in developing .proposal^ to ^obtain* funds f or 'pro j-ects, 
pre „ or services. p . - " 



E.:i:l. cha various kinds of federal and st^ite aid availab^^ to people 



V...C 



eligible, and how to obtain this assistance 



3. Ic ,^!r: .fy, use, or refer others to tenant' s rights , welfare rights, 
^ : associations, and other "grass roots" groups. 



4- iov; y. "anizational and community structures relate to a f.robj 

c; - ntial solutions. '■ " ■ 

5. ^ r refer others to free "or low-cost public service 

• i ' _ ■ , • 

'/ " refer others to resources in the commu^nit^ tb 

.£ic :r.^ : jf the ill, elderly, or handicapped. ^_ 

7- -dent /e, k. : ref-er others to community social, educations 

cultur sources. . - 

8. ' Ide-^.tii. use, or rafer others to resources relevant to different 
n\: . ural , ethnic, and religious heritages. 



' Cluster III B ." ^ • ^ 

Ability to: . • ' - ^ ' 

l.» Identify, bse, or di^rect others to counseling services. 

2*. Identify resources in ihie, co^nmunity that can be^sed to i-mpirove living 
conditions for L child. , 

3. Provizie 'inforg&tion about agencies ' that can help c^ith health, • home , 
family, and other problenjs. . : . ^ ~ ^ 

4. Explain ti:e major considerations ±n selecting one or' more of the follow- 
* ing: child care services; church or religious centers; tuneral or. ^ 

mortuary services; health care personnel, facilities, and services; 
-legal assistance; or support feystiems for emergencies. ■ 

5. Identify 1 jcal resources '^nd services to help ^^rith physical or mental . 
a , health prcolems; drug. or al'cohol. abuse probl^s; consumer, financial, 

or legal problems; ©r problems of age, sex, or race discrimination. %. 

6. ^ Identify "and use information resources' to locate community facilities ^ 

and services. , V 

:7. . Identify, use, or direct others to legal services. 



r ■ giuster III (- ' • 

Ability ;o: 

1. Demcnstiate familiarity with the commun . 

2. Identi use, or direct otheiTs tp co.ir.- 

: . Tdeni and use information resouf^ 
and .ces- • 

iOv organi national and Coimnu. ::ruc te i: 

it: pc-:-:;ntial solutions • 

» • \ 

;^5. -.OP : sens:' .ivity to and awareness pf com: unir _ _ ^ . udes * aiid 



Ability to:- 



' ) 1- >^l)se a 'typewriter.'' 



2. Use an adding machin^- r ..^cc _. 
» ' . « — 

3/ » Use**^a coipputer termin^Ll or oth: 
4. 'Develop and maintain, current fi. ;s, 
^ 5* Keep records and prepare repor ::. 
6. Perform "a variety of c -^r^-^-il u^^slc^ 



ic calculator, 
data prodefesi 



quipment 



X - - . Clu£ ze: - .' 7' B ^ 

Ability to: ' - / * 

1/ ^Carry <:^ut oral or written directirns of some complaxity*-", 



X 



S., Follbv/ orders and accept super 



3. Learn and apply- rules, 

4v X)evel<?p an<i maintain current files. 



5, Obtailct and verify routine factual information. 



V . Cluster V A ^ _ ' ' " • * 

* J, 

\Ability to:- • ! ' o " - 

1. ^ Establish rapport with indiv4duals^^?(^ diverse backgrounds. 

2. ' Establish rapport with a person s'feeking -advice. 

3. - Show compassion for those with problems. . 

^ • • • • «• ■ •w 

"•^^ * . ■ . 

4. Serve as a- "pounding. boar4" for tho^ with problems^. 
.^5.' Provide moral suppbj^t. \ - ' 

6.. Identify an ^ndiyidjaal' s problems and difficulties, 

. . ■ .. . • ■ , / ^ ■ 

7. Recogriize' the nonverbal cues artd behaviors that indicate problems. 

^ ^ " / ^\ ^ * ' 

8. Use cjuestiqning/ skills. , ^ * - 

9. Use listening skills.; * • ' . , .. . t 

10. Encourage' the development of "common sense." 

11. Use 'techniques^ tjiat help people to talk spontaneously.. 

12. ' Determine the urgency of a problem and handl.e it appropriately. ' - » 

13. Demoristrate a knowledge o^f individual growth. and development. 

14. j Provide advice and informal counseling when appropriate. . . 

15. Conduct negotiations with an awareness of the necessity of compromise. 



' ' ' Cluster V B 

'Ability to:- . ^ * ^ - , * 

r 

1. fdentify an p.ndividu^l ' s problems -and difficulties. ' :\ * / 

2. . Red6^nize the nonverbal^ cjaes 'jihat indicate , problems. 

: ■ . • ' . , ' p, 

3. Explain thfe psychological theories on which differfer^t counseling 
, techniques arp based.' • • 



ai£r 6 



4. Describe different counseling techniques and* explain- when 'each is^used. 

5. Use techniques that^ can control the interchange iij, counseling situations. 

' » ^* - * 

6- Describe th@^ kifids of information necessary to handle '*'<3iffje;r en t types 
/ of couni^ling problem^. • ** • ^ > * ^ 

'7. Do ref erir^l counselincf. ' • ^ 

V . ^ . ' • > y .'■ ■ ' ^ 

8.- Do career or life guidance couns'eling. 

' \ - / 

5. Provide counseling services 'for people. • ^ • . 

10- Use the techniques of . group dynamics. 0.^. • 

^11. Demonstrate knowledrge oi the capacities and needs of special groups 
(aged,^ minbrities, Aiandicapped/ etc. ) . , ' • 

12. Identify the special needs of individuals whcJ have a sudden change 

in their environment (death, divorce, '^tc. ) and develop ways to meet j 

these needs. . ' / ' r ■■ 

'I . ■ , - 

13. Provi(^ advice and informal counseling.' 

14. Conduct negotiations with an awareness" of the necessity of compromise. 

15. Build client confidence toward a counseling agency.,' 



Cluster ^V C ' . ' ■ . 

• .. ^ ■ V 

Ability to: _ ' ' . . 

1* Counsel workers who are not performixig up to organisational 

standards. * • \. " , 

2. J^espectl and observe precautions" concerning confidentiality of 

information. - ' \ ' • 

3. ,.Use appropriate techpiques' to solve int;erpersonal problems.' ' ' ' 

4. ^ Use 'tecijiniques to prevent or limit conflict between individuals.. 

^ y. . Cluster V D ' 

Ability to: . " > . ' . 

1. Take notes unobtrusively during an interview or counseling session.' 

^ \ ■ . 

2. Interpret' interview and bac~kground inf ormationft, observational data, 
and test results for use in counseling. ' ^ 

3. Do referral counseling. ' 

4. :^ p^^l i^^t^^^ entrance interviewing, screening, or placement. 



. " ^ Cluster VI A 

Ability to: . ^ - . / , . ' ' 

1. Apply the principles 'of color , texture, and design. 

2, Explain how color, light, and space can 'be used to rereate different 



impressions and. .appearances. " 



r 



3. - Explain the aesthetic guidelines D^lance, propo^rtion, etc, ) for . • 
■; evaluating a design. ^ ^ ^ ' . \ 

.* ■ 

4. Develop design plans f of a house, ^an interior^ or a product. 

„■■.."' ■ / • •■, :■ ■ ■ .;■ ■ } 

5k Prepare scale^ drawings of a room or house.. ^ 

O ' « ... 

6*^ Explain the criteria by which- to judge a work of art. 

'" - ■ . * • ' . ' 

7. Demonstrate skills, in art's and/or crafts. / , 

.8* Dievelop display'^ and exhi^^i^s. for a school^ l^f^ary. or organ:Lz^i^n. 



. . ^ Cluster VI B 

Abilityvto: \. 




ty^^t 

1*' Select coordinated, clothing items. 

2. ^Select complT^fpeatary^clothing' styles .and colors. ' 

3. Identify the importa& properties of fabrics and ipa/terials. used in the 
_ home or .forswearing apparel^. . ' V' * * ■ 

4. Analyze the' wearing apparel needs ofi. people 'taking into consideration 
fact^^rs, such as, agev size, figure^ budget, kind of activities, 
fashion, and individual differences and interests! " 



* ■ Cluster VII A 

■ ' ■ I- * 

. ' . ■ ' ■ ' . i . . • . • 

Ability to: ' ■ ^" . 

!• Care for those' involved in an accident* 

2* Provide transportation and care for ill or injured people on their yjay 
to the hospital, . ? 

- . ^ . ■ ■' . ■ ' , , '/ ^ ■ 

3, Provide for the transfer^of a patient and/or patient information to a 
hospital. • 

• . .' f - ' . . , . '■ 

.4. Diagnose and/or provide first aid treatment f9r medical emergencies. 



cluster VII B / . . 

Ability to: , 

1.. Think and behave rationally when dealing with an emergelicy^ ^ 

2. Establish priorities when dealing with problen|s/emergencies, ' 

3. Recognize and deal with emercpencies. V . . 

4.. - P.evelop support systems to deal *with probLeitite/emergencies. ' ' 

5..: Identify^ and direct others 'to souSrc^s of food, clothing , shelter' or 
other empergency services. % - - - ^ . 

'■ ■ ■■■■"/'■■ ■ ■ ; r' ■ . ' ■ ■ ■ ■ ■ ■ . ■ ■ 

6. -Handle crisis intervention. 




7. Deal with peopleNittor complicate a crisis situation rather than aiding 

' it. • ^' ' ■ ■ ' 

8. Determine the ^eed for and develop alternative plans to deal with 
emergencies. ' \ ' 
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Cluster VIII A 

Ability to: 

' T _ . . . r"- ■ ( ^ ■ 

1. Determine prices of products or services on tfce basis of cost and ' 
overhead, factors.. 

2. / Assess potentrra^l markets for products or servi^eesT I 

3. Evaluate buyer , behavior and consumption patterns.. 

. 4. Identify, the essential element's of .sales contracts for cars, appliances, 
furnishings, . and services.^ . . 

5. Survey and. choose among suppliers of products or services. 

6* Prepare and defend income tax returns. 

7. Act as a cashier in a shop or store. 

8. Deal effectively with customers. 

9. Sell a product or service. . 



Cluster. VIII B 

Ability to: .\ . . ■ 

; .. 'i .' ' ' ■ ■ ' ■ ■ ■ ' • 

1. Budget, existing funds. - ' 

Understand and interpret a'lDudget. ■ ' - 

3. Present the rationale and justification for a budget. 

Prepare budget projections based on historical analysis and cost tr,ends. 

, 5. Establish procedures to monitor (income and expenditures,. 

■ 6. Defend potential actions in terms of cost-effectiveness; ' 
" ■> . ■ ■ ' ■ ^ ■ 

7. Establish procedures that encourage fiscal responsibility. 

^8. Monitor, income and expenditures to exercise financial control or, v/hen 
' , necessary, adjust existing budgets. - . , ' 

" " -• " ' ■ 

i9. . Establish and maintain financial or sales records. 

• '■■A ' . ■ • ' ■ ■ ■ ' / 

y 10. Establish and maintain fiscal . records and procedures that will meet [ 
. . ^fexternal audit/accountability requirements. 



Cluster -Vlli C 

- • . " * 
Ability to: ^ : . 

1, Establish and maintain, financial or sales* records. 

2. Apply appropriate accounting/bookkeeping techniques in maintaining ' 
f inane ial , records. - ^ . ' * 

3.. Establish and maintain fiscal records and procedures that will meet 
external audit/accountability requirements. . 

4. Assess needs to determine what finai^cial support is needed. 

5. Collect and record monies due* . . ' 

6. Demonstrate knowledge of laws that affect finances. 



Cluster IX A . - ' 

Ability to; ' J. i 

1. Serve attractive and^palatable meals. ^ ' 

2. Prepare appetizing , portable meals. 

3. . Adapt recipes to serve larger .or smaller numbers of people.. 

4. Cook, food in large quantities to serve groups of people. > 

5. Plan meals. " , „ 

6. Use recipes.fand cookbooks. . . 

7. Select, use, and care"* for kitchen appliances, and utensils. 

8. Apply. safety rules in the use of kitchen equipment. 



Cluster IX B 

i^bilil^ to: 

/ 



1. Package portable meals so as to prevent spoilage "and maintain an 
attractive appearances 



2. Adapt recipes ^>to serve larger or smaller numbers of people. 

3. Prepare meals or adapt recipes to meet allergic problems* or spejcial 
diet needs. . • ^ 

4. Plan meals. 

' • • .. . • • 

' ' . ■ "/ 

5. Determine the nutritj.onal* needs of those for whom ni^^s are 1 3 be 

prepared. * ir ■ 

' \ ' .'^ / '.^ ' A ■ • 

6. Demonstrate knowledge and understanding of the basic elements of 
nutrition. . ^ 

7. Identify and jneet the special nutritional needs of patients who are 
acutedy ill or convalescing. 
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Cluster X 



Ability to: ; ' • 

■•i^. ; Plan and administer a fund raising activity, 
. .2. Manage the development of a fund raising proposal. 
3. Employ the skills and materials used in -fund raising • 
4* Sell a product or. service. 

5. Raise funds from the public through a campaign. 
•6. Identify potential sources of financial support. 



1. 

8. 
9, 



Obtain financial support for an activity or program. 



Demonstrate an awareness or government programs and funding procedures. 

Identify funding sources that can meet the needs of an individual, 
group, or corfimunity. ^ ^ 



\ 




Cluster XI A v . 

Ability to: 

1, Recognize ^nd respond to a child's need for a loving, emotionally 
supportive environment. . ^ 

.2. Provide . a saf e, stimulating enviro.nmentc» f or a child. " 

• ■ ' ' ' *i 

3. Recognize and treat childhood diseases. ' 

4. Acquaint a child with family, ethnic:, and cultural heritage. 

5. Provide opportunitiesf or a child to learn the value of money. 

■ ■ V* ^ ' , - 

6. Facilitate learning in children by Encouraging the development lOf - . 
communication and listening skills, social skills, special interests 
and talents, and by recognizing capacities and potential. 

■ " - ■ ■ / ' . ■ ' ^ . - 

7. Help children, deyelop a positive self -cone ept.(<^ ife 

8. Help a child^ functipn as a member of a family. ' ' ' 

9. Provide sex education- . '* V * 

10. ^ Teach a child to respect the rights of others^ - . ; ^ 

« ■ '* . • 

11. Provide consistent and appropriate discipline for a.cjiild. 

12-- Provide legal, mgral and ethical guidance for a , child. / 
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■ I 

/ . ' • . . Cluster XI B ■ 

\^ ' _ Ability to : / t • ' ^ ' 

y 1. Provide a safe environment for* a patient. 

.2, Provide adequate substitute care for a jpatient or child\ Ss needed. 
^^^^ 3^ Prbyicje effective medical care/for a patient. 

4. > Maintain hygenic conditions for a patient. ' t 

{ ^ . ■ ■ • 

5. > Docuinent patient progress. ' 

■ . ■ ' ■'\ ^" . ■ • " - 

6. Maintain the supplies needed for a patient. 

*■ r ' . ' ' ■ 

7. Recognize and provide for the psychological and -^Siocial .needs of the 

. ' , ill, elderly- or handicapped. 

8. ; Provide for the physical and emotional comfort of a patient: 

'9. ' Plan^^and help a patient eifj^y appropriate exerci3e and recreation- 

10.^ Encourage and aid in th^a^velopment of self-suff iciency wil^in vthe 
limits of a patient's illness or handicap. 
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Cluster XI C j 
Ability to: . • / ' \ .. 

1, Prov/Lde a safe, stimulating environment for a child. / ' . 

2, Arrange and supervise social experiences that will promote a child's 
; ethical and . moral development. ^ 



3, Use storytelling, si(nging and similar skills"%o make.liffe more in- 
teresting, for a growing- child, ' - 

4, Recognize and describe the milestones in human development, 

5. . Incorporate valued interpersonal qualities into a relationship with a 
* child, 

6. Develop self--sufficiency in a chLM. 



Cluster XI D 

■ ■■ - ... i'^ r 

Ability to: • ' " . . 

1. Acquaint a child with family, ethnic, and cultu^^ heritage.' 

2. Assist parents, teachers and others wprking wj,th children in 'the 
se]^pction of books, games, and toys. ^ " 4^ ^ 

3. Plan and carry out trips to concerts, dramatic presentatibns, museums, 
recreation' areas, sporting events, zoos, etc., for patients or ^ 
children. 



4. Understand and deal with the physical, emotional, and educational 
needs of a chiMd with a physical or emotional handicap, a gifted 
child, a child from a single parent home,, or a child of' a highly 
transient family. / ^ ^ ^ 

5. Provide legal, moral, and ethical guidance for a child, ^ - — 

6. Identify emotional disturbances pr learning difficulties in a child 
that may- need- prof essional treatment or added attention. ' 

\- . .' . 

7. Identify and select appropriate education^ environments. 

. • * >» • . • • 

8. Evaluate books and movies to determine/their suitability for a ild. 

. >. . • ■ ' ' 

9. Identify resources in the community that can be used to augment school 
and preschool activities, - . , . 



. . ... Cluster XII 

Ability to:. * - * . " ' ^ 

1. ^ Demonstrate knpwledge of plant growth, care and maintenance. 

2. ^ Identify and cope with the- insects, diseases, and other problems that 

affect plants. . N| 

. y , , * ■ •' ' ' - \ - * 

3. ' Demonstrate skill irt a. particular method of growing or caring for plants 
* (organic gardening, ^creating hybrids, etc.), ^ 

4. Demonstrate skyLls related to planting, transplanting, anc pj^uning. ^ 

5. Demonstxate an in-depth knowledge of a particular plant and its care- 

6. Provide proper care for , plant products (flowers, vege-able::;, etc.). 

. . • • • ' • ( ■/ . . ■ ■:• - 

J. Arrange flowers; taking into consideration the conditions and setting • , 
wshere they will iJe d^played. 5 ' - 

8. Manage yard, landscape or garden care^ . * , 

■. X ' • ■ . ; / - ' ■ ^ ■ 

9. Plan the ^.ayout pf a yard or garden and select trees shru bs, and other ^- 

plants appropriate for it. . 
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Cluster XIII A 



Ability to: ^ ■ 

> • . > ■ . ' ' J - . . 

1. Describe the legal rights and responsibilitres of cJne or more of the 
, following> citizen, consumer, home owner , tenant, parent, volunteer 

worker/board member, employee, employe^. , ^ 

2. Select the . legal servicn;3 and processes appropri::ite for a problem 
(small claims court, prcibace courr , . etc, ) . 

: 1 ^ / 

3. . Read with ^'understanding and interpret one or more of the following: 

contracts and .legal agreements , insurance policies, leases, medical 
consent and release foms, warranties. 



h 



Understand arid keep informed about lab^r laws. 



Ability to: 



V 



Cluster .1111 B 



2. 
3. 
4. 



Explain the dif ferencd^^ in varici::. forms of home ownership ^and ths 
advantages/potential problems of each.. 

Describe, the legal procasses relared to divorce aftd^ legal, separatio. 



Explain thd^essentia^l elements of /lome lease or 5. ales contracts -\ 



Demonstrate knowledge of the l^aws related to\food , such as, - content 
and labeling^ laws, health and cleanliness laws, ^tc. 
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\ 
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Clus-ter XIV A ' ^ ' . . ^ . 

Ability to: • ^, 

....... ^ ■ 

1. Evaluate worker effectiveness in meeting goals and objectives^ 

2. Establish and maintain procedures to monitor work quality and quantity. 

3. 'Help workers see the relevance of their experience to their long range 

career /personal development goals. ' ^ \' ^' 

4. Develop and maintain a system of evaluative records of job performance.. 
* 5. Conduct salary; adi^i^istration reviews. 

6. Conduct job performance reviews. ; . ' , 

Prepare a staffing plan and present the rationale for it. f*;, 

8. Help^pervisors deal with personnel problems^ 

9. Maintain time and* salary records for wo'rkers. ^ ' ■ 

t ' , • . ' . ^ • ■ ■ . * , . ^ 

10. Plan and -implement staff development programs. \ yd ^ 

..■ * . . y 

11. Deal W^h employee relations problen<^ and develop programs to meet employe 
relations n^eds.'' . „ *^ ; , ' , • J '-^ 

. : <^ . / . ^ 5 - • 

12. " Prepare job descriptions.- ^* , 



Cluster XIV B 



Ability to: - 

1". Plan and coordinate activities?. ' ^. 

2. Develop long-range objectives that foster organizational growth and 
contiTiuity. ' . ' > . . * ' 

3. *; Develop specific goals and plans for dn activity, operating within 

constraints of available time, space and personnel. 

4. Evaluate worker effectiveness in r^eeting goals and^ objectives. 

5. Identify the resources in personnel, money, time^ materials, and 
"authority needed to accomplish established objectives.. 

6. Establish priorities of. the importance of each objective to goal 
attainment. ' * \ 

7. Coordinate the execution of simultaneous projects. 

8« Establish work ^flow and work loading procedures. . ' - 



" ■ Cluster XIV C 

■J ■ ■ 

Ability tor ^ . : ; 

1. Develop arid work within an agencia. - . 

2. Delegate responsibility and. establish accountability methods to determine 
if these responsibilities have 'been met. * 

3. Establish and maintain procedures to monitor* work quality and quantity. 

4. ^Obtain and make constructive use , of , negative, and positive feedback. 

5. * Use techniques that will elicit new ideas and proposal-^. 

6. Help workers to see. the relevance of their experience, to their long*-l:ang§ 
career/personal development goals. ; . , ^ . . 

7. Give priority to those needs and problems that are most important. 

8. Select and explore problem areas relevant to organizational needs. 

■ . ■ . ' ■ ■ . • ' ' ■ 

■ . y 

9. <. Develop practical ways of identifyi>ng needs and the related time, costs, 

and . personnel .requirements. / ^ , 

10. Manage effectively in; high pressure situations. - . * . 

11. Use techniques i,*of crisis management. » ' . 



- ' ♦ cluster XIV D * • : ' 

• ■ ■ • ■■■■ "~~ ~ / ,• f ■ 

Ability to: * . . ^ ^ - : j 

■ ^ . * . ^ <^ ^ 

1.' Deal with employee relations problems and develop .progitams to meet 

employee relations needs. - - 

, \ * * " ■ 

2., Obtain- resources needed, both ^human and physical. 

3.. .Selector, recruit individuals for S variety of jobs* 

.4. Prepare advertisements to. recruit personnel. 

5. Develop and use teclviiques that will minimize conflicts between 
workeics. . . 

6. Arrange for and monitor job training of personnel. 

7. Prepare staffing need projections on the basis of historical or siirvey 
data and analysis. 

8. Explain the relationship between a specific job and organizational 
goals. . 

9. Use, techniques of conflict resolution. 



Cluster XIV E ^\ . , - 

Abil^ity to: - : ■ 

1, Develop and use techniques that, will m-inimize^ conflicts between workers 

2. Provide orientation -for personnel new to the organization. ^ - 
/3. ^Arrange for and monitor job training! 

i . . ■ ' ^■ 

»4. . Explain the psychological principles- th^t govern people; -behavior 
'in work' sitoatiorts. * ' , 

5. Demonstrate^ an understanding of individuals' needs and motives m 
work situations. ... • - 

6. Provide positive reinforcement to keep woi^kers involved and productive. 

7. ' .Prepare staffing need pro jectiojis on the basis of historical or survey 

data and analysis. , \ - * 
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* * . . . ' Cluster XIV F ' . . ' 

• . • — ' ^ — : ■ ■■ . ' \ ■ 

Ability to: \ ^ ' i 

1, .Plan and organize cooperative and competitive , activities and know 
.. when each is appropriate. ■ • * 

.. ■■ , * ■ •.■ . • .;' ^: • ; 

2. K^p recO;t:ds of individual .and" group progress. " f " 
3.. Meet acccnintability d^and$ of others. l" 



m .A , 



J- 
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V cluster-XV . < 

— ■ S' ' 

' : '■ ■ / * ■ ■ . • • • ■ 

Ability to: ' ! . q.' 

l.s tare for and maintain th^ equipment used in a home. 

"2. Ma k,e minor •3;epairs on arv;.automobile or other vehicle. . 

3. Paint, wallpaper or panel a room. 

(■ ■ . . ■ ■ 

4. Observe safety precautions when using tools and equipment.' 

5. Do simple carpentry or cons€ructi6n projects.. \ 

6. Make- mechanical or electrical Repairs on household items. 

7. Make plumbipg repairs. ' - ,\ 

• ■ * •. • .' ■ ■ ' _ ^ * . • " , • ' ' t" 

8. Explain the safety precautions required by potentially hazardpus ^• 
activities in the" home. , * ' . ' . 

9. Repair or replace flooring (linoleum, wpod, carpet, vinyl, tile, etc.) 



Cluster XVI A , 

Ability to : 

* .-, • / ' • ■ ■ 

!• . Use problem solving and decision making skills, 
2.. Identify chamt^s to. change. 

j c . • ^ ■ 

.3. Select methods and gather data to document the need for change. 

4.. Identify areas where change is needed. . . * ^ 

5. D'evelop plans for. investigating a; problem. ^ . 

•6. Compile ^a list of. the. specific needs within a pi:c^lem area. 

. 7.. Identify and obtain information about one or more of the following: 

• the groups af fec-ted by a probl'em; the sources of power that can 
..facilitate or block change; and* the existing programs, resources 

and other factors that impact on a problem. , , ' 

■ . . .■ . ;■ ' ■ V ' " ■ ■ 

8. .Use data collection techniques, such as, interviews, suryeys,\and 

• public discussions to assess the impact of different factors on a 
problem. . - 

^ . ' ■* / • ■ ' . ' ' ■ . ■ , . • ' 

9. Describe -problem areas for purposes of program development. 

10. Define and* delimit the basic issues in a problem. 

11. Explain the process of change. 



. Cluster XVI B 

Ability. to : . • 



1. Explaijjji how the/legislative process can. bemused to implement change.- 

'. • ■ ' *' • * 

2. ' Monl^ior legislative jDOdies' , public institutions' and businesses* actiprls 
- relevant ^to a problem.^ 

3. Develop techniques to maintain change. ... 

4. • Exglain the basic concepts relevant to a specif ic issue. ■ 



5. Identify the groups (both pro and con) concerned with an is'sue -and . . 
describe their positions on thie topic. ^ . . • ' 

6. '.Identify sighif leant individuals and groups (such as, commur?ity leaders 

and. government officials) who can help implement change. 

7*. Use;cQntacts constructively . when seeking assistance with a problem. 



Cluster XVII A 

Ability to : 

1. Gather information ^by locating background data, confirming 'facts, 
and identifying trencfs.' ■' 

■ ... % 

2. Collect background information. ' . 

^ ■ ^ . 

3. Obtain data. , . 

4. Process data. •> 

5. Analyse and summarize data. 

6. Make inferences- from data. ' *. " . ' ^ 

. 7. Make conclusions and recommendations from ^data. ' ; * 

8. Obtain and verify routine factual information from individuals. 

.9. Make field investigations and prepare related reports. " 

10. Rrepare reports containing factual data and documentary or other 
evidence. 

11. Write research reports. 

12. Disseminate research results to appropriate groups. 

13. Obtain local / regional, cultural or social h'istory information from 
letters, diaries, newspapers and similar sources, 

14. Limit the focus of. research by conceptualizing issues, defining, 
variables, operationalizing measures, identifying the un,it of 
Analysis, and generating hypotheses. . • ' ^ 

, \ ^ . ' . . * / . ■ 

15.. . Plan research by selecting a design,' sampling techniqii§s, and survey 
■techniques. . — ^ . 

16. Describe methods of research .investigation. . • ^- 



' Clu6t)er XVI-I B . 

. * ■ '. ■ ^ 

Ability to: *^ 
, 1. Use a library and other reference resourcee, ^ . 

■ 2. Develop and maintain a library or collection, of research materials. " 

3, Assist with the development of bibliograpjiies or other lists of 
materials oh selected topics* . / • 

4, Help library or museum users legate materials by use of catalogues, 

5.. Assist with the circulation , of library -materials. 

. ■ . ' ■ ' ' ^ ■ ■ ■ , . / ■ 

6. Determine. the needs of library or museum users and refer them^ to the 
appropriate materials. " • . 

• . V • . . '' . ■ ■ ■ ■ ■ 

7. Set up and maintain library or tnuseum collections, 

,v .■- ■ ' \ . 

;8. >Analyze the appropriateness of library or- museum materials for different 
groups of users. , , * . ^ 

9. Develc2>p and maintain a collection of materials relevant to a specialty. 

10. 'Evaluate the appropriateness of nonprint materials (films, records, etc«) 
■ .for specific groups or activities. . \. 



... * cluster XVIII A 

. .. ' * ■ 

Ability to: 

1. Make a training plan, V 

2. Prepare and evaluate reports on training programs, 

3. Develop training manuals for others to use. 



^dminister a training program. 
Conduct a training session. 



Help those being trai^jed see t^e relevance of their traSning- tb their 
long-range career goals. ? . • - 

7. Evaluate the training programs of others. •/ 

8. - Use different role-playing technique^ in training. 

•\ V , ■ 4 . ' : 

9. Determine this, suitability, of various training approaches to individuals 
with different backgrounds and experiences. . ; 

' ■ • . " * ■ • - 

10. Develop positive attitude^ toward learning. 

11. Select, instructional material and techniques appropriate to learner 
background and experience. » ^ r 

12. Develop and maintain a library of materials for use in training. 

13. ' Identify training needs - *^ - 

14. Tr^n otheirs to do's cifiq'-jobs or. tasks. 
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^ . Cluster XVIII B 

. / 

Ability to: ' f . . 

1. Administer or direct a youth group.. 

2. Wojrk with school a^e children. y>V 

3. Work with, preschool age children. , 



4;r--'^Teach games/ era 

and democratic processes 



fts, songs, dances, .interpersonal skills , socialization 



Cluster XVIII C 



Ability to : 

1. * Plan a group program. . ^ 

2. Develop and use* techniques that arouse curiosity and discussion. 

3. Use audiovisual? materials In conjunction Vwith lectures. ' . . 

4. Develop written materials to use in lectures.^ 

5. Explain the criteria ^on which to judge lectures. 

6. "Read the nature" of a group during the first ten minutes oP a lecture 
and modify the remainder of the presenta-^on as appropriate. 

7. 'Modify th^ information given in a lecture to suit audiences of various 

ages. 

8. Deliver a lecture without notes but following a suggested outline. 




(' 
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Cluster XVIII D ' , . . ' . 

Ability to : 

1- Establish a good working relationship with a learner. ; 

2. Develop positive student attitudes toward learning. ' , 

3. Encourage and support a learner." ' . ^ 

4. Identify learned needs and difficulties. 

■ . ■ ■. •■ ■ ■ ■ ■ ■ * .- 

5. Plan a lesson or a series of lessonsi . ^ 

6. Pace instruction at a speed appropriate to the learner. , 
7., . Set and monitor the attainment of instructional objectives. 

8. Explain and ^pply different learning theories.. . ' 

9. Use various teaching methods and materials. ' \ 

10. Determine lisarner interests and plan instructional activities around them 

11. . Evaluate learner progress. 

12. Use questioning techniques appropriate to instructional objectives.^ . 1 

13. Demonstrate knowledge of human growth and' development in instructional 
planning. ^ ; ' 

^ • ■ . ' ■■ :" ; ^ ■; • ■ ' ■ 

14. Select activities that wiir help individuals learn the desired skills 
and/or attitudes. v . 
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APPENDIX E 
Draft of Women's Workbook 



Project HAVE Skills . 



A Program to Help Women Use 
Their Homemaking and Volunteer Experience Skills 
in Finding and Advancing in P.aid Jobs 
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Jpjcbbok 



HAVE Skills 



/' A PROGRAM TO HELP WOMEN- USE 

THEIR HOMEMAKING AND VOLUNTEER EXPERIENCE SKILLS 
IN FINDING AND ADVANCING IN PAID JOBS 
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— INTRCDUCTION 



The, main purpose of this worjcbook is*, to help women who are enr-^ring 

^ . . . " 

or returning to paid work after spending several ye?.r- as homemakcirs 

• . ■ . ' < ■ 

and volunteers. However, this material can also be helpful to women 
who are currently in the labor .^orce. . ' 'L 

We ^ow that women le^rn a/ great deal from 'their \inpaid work in the 

■ ■ " ' I- y ■ ^ 

home apd the community. Thfs . workbook is intended to help women identify 

y •■ -- ■ ■ ^ ' • 

the job-relevant skills they^ have learned as homemakers and volunteers ^ 
and match these skills with i:ho!=^{^ needed in paid jobs. 

■ : ' . I ■ . . .. .. ^ . 

• Oigir society is becoming increasingly awr - r the rm--- to remove .< 
artificial barriers to the > .uv ^nt of w^aicn xrj order, lu achieve equality 

/f ^ .,: ■ ■ ^ ' _ .: ' 

of opportunity.^^ A leaflet on Equa^ Employment Opportunity published by 

the United , States' Civil Service Commission says: ' ■ - / 

Many State and local .governmeiv^^do not permit 
consideration of volunteer cycS^ther unpaid work * 
when they evaluate the experience ctf applicants 
-\ ' ' for employment. This polijfy impacts adversely 

on minorities and women. . Minorities and women ' , • 
have been excluded from jobs, which might give 
the exjjerience necessary to Qualify for better 
.'^^ jabs.' In addition, women more than -any other " 

. group of ^mploye^^s interrupt theirl^areers for 7_ 
a period^f^time to assume the responsibilities ' 
,of havirlg children, and raising* them. Nfeverthe- 
less theVs have engaged in productive* -volunteer ■ j 
•Vj^ activity from which they have developed ki^ow- 
' ledges ^nd skills. This. 'experience enhances •'^ . 

their value as prospective employees and ought 
to be recognized. ) * 

' * • . 

Employers are increasingly using Volunteer work and other unpaid work 
experience as a way of "screening in" rather than "screening out" employees/ 
according tO-^n article in Business^ Week (riay^21V 197,9). This article *^ 




describes how several women used volunteer work experience to enter 
paid jobs. . ^ ^ 

^ ^ '. o Barbara Sudler drew on the administrative experi- 

V ence she gained from homemaking and volunteer work 

— > , . • 

to become the director of Historic Denver, Inc. ^ 

■ ■ ■ ■ ■ -^J . 

o Elizabeth Mohr used, her 16 years of 'voliyiteer ex- 
perience, including four' years volunteering with 
the Atlanta Public Library, to get a^ job at the ^ 
library as a public information officer. ' 

o Patricife Bashaw combined her paid work experience 
as a teacher and her volunteer work skills to 
become an industrial relations representative i 
for Memorex in California, where she runs training 
and management development programs. 
Another article ( Ladies Home Journal . / ^ ) describes 

how one woman moved from volunt/er work for her local library to a paid 

• . . ■ ■•,(■■' ' 
• . . ^. \ • -> 

job as. a fund-raiser for a college and, then, moved to a job as an ad- 

vertisingje:^cutive. . 

' '■ ■ \ ' ■ ■ ..'^ ■ " - ■ 

Judy Hybels described her research about adult womfen currently 

holding p^id jobs in testimony before the U.S. House of Representatives. 



She reported that 44^^of the women ih{ jobs involving public relations 
^rk said that they dfeveloped ^eir job, skills partly ..or totally through 



volunteer work experience, as did 39%* o^ women in' management jobs, 28% 

; : ■ ■ > 

in counseling, 25% in teaching, 23% in bookkeeping, '^22% 'in clerical work 
and 20% iri research and 'writing. . > ; 



Our, experience with women like those described above led to the; 
development of Project HAVE Skills. . ^ • • 

\' , • . 

What is Project HAVE Skills ? Project HAVE Skills stands for* 

■ » • 

Homemaking And Volunteer Experience Skills. One major activity has 

been to conduct a survey , of the kinds\of skills .women dev.elop as 

•- » • ■" ■ ' ■ ' . ^ ■ • 

homem^k-ers, parentis, V community activists, and volunteers. 'A survey of 

• • ' . . • • ' 

employers was also made' to find out what. paid jobs use these skills. 

'/fl . , ■ . . . • • 

On the basis of ^the survey results, a chart was developed to help . 

f . 

^ women, counselors, and employers match homemaking and volunteer skills 



with paid jobs. " The final products, of th,e project ax(e this workbook 
and other similar workbooks for counselors and for employers; 

Project HAVE Skills was^ supported by a grant from the Women's 
Educational Equity Act .Program.. This government program supports the 
'..development and dissemination of a wide variety of materials which will 

further educational equity for wdmen. Including materials which will 
. increase t^Yfe- opportunities of underemployed and. uneir^loyed adult women. 
Pl-ap_pf This Workbook . The remainder of this workbook is divided 
i|ito four chapteris. The first chapter contains an overview and general 
discussion of the questions asked by women returning to paid Wpck. Th6 

second cha^^ter provides you with working space to review your own experience 

'•< • , ' ■' A - • ^ ■ ■ ' ' ' \ ■ 

and identify your skills. In the third chapter you will match your skills 



to jobs by using the Job-Skill Chart^ The last chaptei; ^^j^^ ^elp you 
develdp'^your own job-search plan. We hope that this workbook will help 
you in 'finding a. job that. uses your skills and talents. 



. CHAPTER I • 

Questions ASKED bI women returning. to paid work 



^oday ove^ half of all adult women are in the paid work, force. Many 
Qf these .woi^, "however , , have not had the same kind of continuous work" ' 
exp^i^cQ |:hat is common for men. For example, women often stay at 
home when their 'children aire young^and return to paid work when their 
children- are older 6r when changes in 'family circumstancds require 

•it: ■ - ■ . • ■ ^ • 

Many womer>, not presently in the wo^k forced need or want, to find a 
paid job. Whe.ther these women are reentering paid work after^a period' 
of absence or entering such work for the first time, certain jquesWons 
\seem to arise during their job search. Some of these questi<ins are: 

Whatman I Do afeut My Lack of Recent Paid Work Experience ? Some 
times employers, and' even women themselves believe that tt{k-bd[jne that a 
woman spends outside of paid work is of Ao valuer. This erVoneous^'belief , 
limits women's employment opportunities.'- Many women returj{ing . to the , ' 
labor force feel that ^he lack of recent paid work qxpe^ience is a major 
obSvtddl^-ia obtaining employment. One indication .that employers fail^ 
to consider unpaid work experience is that' job applicant ion .forms ofteh 
do not provide space fot' describing ^these activities^ We believe that 
it is important for a job applicant to describe. her unpaid work activities 
ort an application in the same way. as she would- describe paid work activities 
More information about how to do this' will- be given in Chapter IV. 

Another way for women to deal with the lack of recent paid work (V 
experience is by developing a functional resume. A functional resiime 



describes the activities in which you have e^aged, the skills you have 
acquired, and yoiir accomplishments. Such a restiine can be attached to any 
job application you; make. More information about developing a fxinctipnal 
resume will be 'given in Chapter IV* '■' ' , . . 

A third way of counteracting the problem posed by a lack Vf recent 
^id work experience is to use the contacs^ 'you have made in your work 
m volunteer organizations/and vin the community i Th^esfe people already 
know your skills an^r^bilities and are mojje lonely . to help you find 
work or to - employ you than- people who. know, nothing about your accomplish- 
ments. YoU should talk with /these pepple to find out if they can tell you 
about job openings. Ypu can arlso ask these people to provide- you with ^ 

ref erencj*es when you apply for .a job. 

■ ■ • . . " ■■ -.^ ■■ • _ ' ' . • 

How .Can I Tell If I Have Job-Relevant Skills? ."yoo m^iny> Women feel 

that, because they haVe been homemakef sv mother s,,v community organizers, / 



and "^oXh^f^^^^ do not have skills that .are useful .in paid 

-jobs. ■" , ■ . ■ '. ■ •■ ■■ v.'^: 

• • ■■. ) . • " ■ . ■ • 

Ad^lt women in'Project Second Start in Brooklyn, . New York ,5, .fo^d 
that they had^de.velo^d a variety of job-relevant .skiil^^ from their 
unpaid work. ' 

These included: ' \ 

•■ •>..-' - ■ ■■■ " ""■ ' ■ ' ^ - ' 

^0 organizational, managerial and leadership abilities 

' 1^ i' ^' ■ ■ ■ ■ ■ . . ., ■ ' •. •. . 

acquired through experiences in. 'community planning 

• ■ ' *» ■ ■ ■ 

and politics, and from belonging to tenants' rights, : ' 

women's rights/ and. Religious groups; : * 

' }' o. technical and" professional skills, such as,' ciccounting, 

. • editing, researching, and translating;.. . . 



, • , recreational and cultural skills acquired through , ^ 

experience in the theater, arts and crafts/ music^ 

■ { ' . . ' - / ..' 

\u the dance, painting and decorating; and A 

. s^^s in health,, education and welfare, from work- 

. ing with children, youth groups, and the aged either 

in the home or in c^ild care facilities, cDionseling 



. centers, and hospitals'", - * 

. "When you think about your unpaid work experience, be sure to include 
• all 'the kinds o% volunteer work and community service you have dol^. Don't 

think of volurjfeeers in the old-fashioned way as "lady Boimtiful" briijging 

. ■ ■ • ' . ^ ■ 

food or cast-off clothing to a needy family once or twice a .yecir. - Today" 
" ♦ . ■ ■ ■ *• ■ ' " • ■ 

volunteers do many different things. If you. hold an^elected or appointed 

/ ■ • ' , ' • ■ ; ' ' • 

position ±ji your community, such as,^. seifving on' a school board, city 

council, library board > Tribalj:ouncil, or Migrant Coiancil Board, you 

are aivolunteer. If you are 'an Unpaid officer in your union. Or business 

group, you are a volunteer, "if you have organized or worked in a civil 

-rights^ tenants* rights,^r welfare rights group, you are a volioiiteer^ 

If you have lobbied for new or. chajaged laws, you are a volunteer*. 

You may have done som^ of the things described above, or,:^u may. ' 

have «done different things. What is ^im^)brtant is. that you be^in to 

think about Vour own skills and experiences. You will ^probably discover 

■ i/. ' ' . . ■ . . . ' , ■ ■ . . ' 

that some of the things you can do are^ things done by many other women. 

Yoi; will- also find that you can-'dd ^things t^at v^ery few. other women 
can do. All of your skills are imfsortant and should be.j::onsidered 
^as' you- prepare to find^a j^ob, ■ ^ \ . . .f. ; 



How Can I Find a* Job Using My Skills? After you have thought about 

- . ■ ■ ■ ■ ■■■■ . ■ ■ ' 

the. things you are able to do, you.a^e ready to take tihe next step, , 

. This is to discover what ^kinds of jobs\use. the skills . that you. have, 

• "' •■ ■ . ' ■ ' ' ' , ■ •' . ' " ■ ■ ■ •■ ' \ _ ' . 

' . In. the p^st/ this step has been one of the most difficult for 

. : womeA retxirning to work. Most people know about a few Jobs th^t 'they ^ 

have seen don^ by their friends or members of their families- They 

have little or no. idea about what kinds of skills are required in other 

jobs. . ' . 

' Additiona^y, adult women who held paid jobs earlier in their lives 
. ' may £eel that the only, kinds of paid jobs they can return to ar.e the 

same' kinds of- jobs they;had when they were young et'. These women forget 

■ ■ ' [ ' / '• ■ • ■ " ■ , . 

\ that they have changed ih thfeir years as homanakers and that they-have 
learned new" skills and developed new interests. . They also bf.^en fail 

■ ■ •l:.-;:-/ : . : \: ■ . .■ ■ : ; , 

to see that these neiw. skills and interests, may be job-related . " 

■ To- help 'you discover the kinds of jobs which use your skills, this 
' workbook includes a Job-Skill Chart. This chaxt will let you pick out 
- the kinds of jobs which use^ your volunteer work and homemaking skilly. 
■Chapter HI eKplains.how thfe chart was developed and,.how.to use. it-..' 

How Can I Avoid Low Paying and Sex^Stereotyped Jobs ? Because^ 
'many, adult women .returning to workXoften need.^to find a job that pa^^^'* ^ - 
well enough to support them and thei^ family, most wprlcing women are ; 
' concentrated in a very few traditionally female jobs, stich as, office 
* workers, waitresses and sales clerks. According to the^U.S. Depart- 



ment of Labor, over one-third of all 



* working women are employed in 



:lerical work; ^ about two-thirds of all woirking women aire, in clerical 



' work, service, 'or sales jobs; relatively few women are employed in^ 

administrative jobs, construction work or. scientific .and technical " 

jobs. Hoy/ever, many of the jdbs with, the highest salaries and. best ^ 

future prospects are in these *areas ^ in which few women are now working.- 

One part of yoUr job search should be to -learn, which' j'obs are expected 

to expand and which jofis women will be particularly welcome at least 

in part because of efforts to overcome traditional exclusion. 

In tfiinkirig about your skills, you may see that' you have gained, 

through your work with community and volunteer groups, the kind^ of 

interpersonal ^and managerial skills that arq. needed i^ high level 

supervisory and /administrative jobs but that you lack technical skills 

- ' ■ . . . , • ■ ■ . V V : ; ..; • 

that are required in order to start up the administrative job ladder.' 

^ The' best solution in such; situations is to identif^^^ys in which you 

can learn these technical skills; One' way might be to obtain vocational 

; / ■ ; . . ; . ' ' . ' . ' . ' ■ 

education in a local junior or community college, a technical institute, 
^ or dnothet similar- educational institution. Another way '«rc>uld be to 
find a "trainee" job or- a volxintegr or paid job which will give ybu. 
on-the-job training in the skills you wish to learrt: ^It.is important 
to think about the kind of job you Want eventually and to plan how to ' 
get there rather than taking a dead end job. ' '"^^ 

Your job planning should include not only .an. assessment of your 
skills but ai. ) ah «»sessmeny of the job, opportunities. Yout job ' 
shoulc^ not only match your-^urrent skills but it should also give you 
the chance to learj/new* skills and to''gjrow, as a person. 



/. CHAP.TER II ; • , , ■ • . 

. IDENTIFYING YOUR SKILLS 

^ The Project «\VE Skills approach to finding a job has three parts: 
(1). identifying your skills; (2) matching'Swir skills\o one or more, 
jobs by using the Job-Skill Chart and/or st^^ing job requiremepts; 
and (3) ^>lanning a search for the job or jobs that inatch(es) your skills 
and needs.. In this chapter we will help -you to identify your skills. 

■ Reviewi ng What You" Have Done . ^The first stfep in identifying yoiir 
skills is to think back over all the things you have done: your home- 
Snaking activities, the things you have done as a parent, yoixc volunteer, 
work and community service, as well as^ your education and any. paid "work 
you have done. ^. ' ^ _ *" 

As you think about your hbmemaking and volunteer work^ it may help 
y^. to make a list.^ Start with the' tihings that you are doing now, then 
the things that you did last year, then the year before that, and so on. 
The worksheets on the^next two pages will help you.. . 
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WORKSHEET #1 



Homemaking and Volunteer Work Activities 



This ye^r: 



r / 



f 



Last year: 



Year before that: 



Before that: 



Before that: 



V 



ERIC 



2- OP 



Before that: 



t 

Before ^at 



Before that: 
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^' WORKSHEET #1 
(continued) 



T 

r 



r 



cr 



; Before that: 



Before that: 



Before that: 



ERIC , 



• ' r . (Use. blanks paper if you need more space,) 



y Typical" Homemaking. Experiences , ^ What are some-of tl^e kinds of home- 
making experiences that other women have listed? 

^An analysis of over 800 tasks done' by more than 200 Colo^do home- 
makers produced the following list of common activities : . ; 

' • ' — * * \ 

• Managing money, , ' ^ ' 
• Caring for an^ improving self. ' 

• Meeting nutritional needs, . 

• Providing for family: health and safety. ' " 

• Providing for housing. 

, • • Providirig and caring for clothing and textile products. 

• Managing time, 

• Cleaning and maintaining- the home. . 

• Providing for •transporj^ation. 

. • Planning social events and entertaining, 

• Maintaining yard and garden. 

• Ccuring for pets. 
■ • ■ ■ ■ ■ ■ . , 

^ A survey of over. 130 women preparing to re-enter the paid work force 
found that they had done many of the things listed above. They, had also 
jjjone many of the following: . ■ ' : * . 

• Evaluated and purchased food. • 

• ~ Provided home health care, . - ■ 

• Identified community resources and obtained needed services,, 

• Pointed, wallpapered., set tile, etc, . . " . V I 
In^rior decoration,- ^. * ^ . " \ 

• Finished or r^i'nished . furniture. ; • , 
^ • Sewing and needlework, 4 : 

_ ^ • Supervised automobile maintenance,- ^ \ 

. • • Set priorities, ■ 

. ^ • Electrical wiring and small appliance repair. 

• Home carpentry and construction, 

• Planned travel, vacation^, and recreation. 

A separate analysis of the parenting activities of these women* showed 
that they had. often: 

. • Cared for infants,. 

• Supervised children. 

. • Provided religious or ^thical values instruction, 

• Provided sex education, ^ . ' ^ 
V Selected appropriate H:pys, books, and games, . 

• Evaluated and selecte<^ child care arrangements! ' ^ 
Provided first aid for injuries. 
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.If any of these homemaking and parenting activities are things that 

you have done but have forgotten to put on your, list, go back and add 

• them to your list^now. if they have reminded .you df other things that 

you have done but_ not on your list, add these things'" as well. 

Kinds of Volunteer Experiences . What are some of the kinds of 

volunteer work that people do? The following list describes different 

kinds of volunteer programs. The length of this list is misleading; 

few people have done more than two or three of the 'things listed. 

perience in just one area liiay bl^your bridge to a paid job. 

Some Varieties of Voliinteer Work Experience 

Acammistration ^and Organization . • ' . . ' ' v. > . 

Recruiting and selecting voliinteer workers, * . 
Training others td work in voliinteer pxrcgrams.- 6 
"Organizing Volunteer bureaus, > 
Coordinating volunteers. . ' 
^ *SupeWising other .volunteer workers, . ' 
; Directing, controling and planning the activities of other" volunteers 
Holding office in an organization, ( 
Managing projects, \' ) 

Chairing committees, ' \ - ' \. . 

i Planning future ^orunteer/drganization programs/activities, 
Bein^ responsible for financial planning or management. 
Doing typing, filing and office work for a volunteer group, ^ ^ 

Civic Affairs and Civil Rights v ' " 

Registering Voters. 

Proposing legislation. » " . ' 

Lobbying for new or changed laws. 
Studying local/public issues. 
Encouraging voter interest in government. 

Informing the public about politicaT^candidates, parties or'processes 
Investigating and correcting age,, racef or sex discrimination. 
Develbping interracial .or interethnic programs, 

Communications/Public Relations 

Speaking, before groups, , " : 

Obtaining and schedulihg Speakers/programs, • . 

Writing or editing newsletter. 

Writing press releases, radio/TV scripts, / . ~, o 

Contacting local news media, pj^^ce material i^ local news media, - 
Creating 'advertisements and Aj^er . promotional material. 
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Commuhications/Public Relations (continued) ]^ 
Writing^or designing, posters "and brochures. 

Planning and writing public information/educational materials- 
Translating, interpreting. • . . , 
Distributing printed materials. 

Promoting programs and projects. - - . 

Community ^Service ' . ^ > * 

Serving, on government advisory bodies. ^ ' ] . 

Servihg on appointed boarks and "committees. 
Organizing self-help groups. 

Organizing groups and planning citizen action. ^ 
Participating in community improvement projects. . - . ' 

Holding elective office. 

Organizing coalitions of/cooperation among community groups and organizations 
Consumer Service 

^•Helping people learn how to budget and use credit / 
Setting up and operating cooperatives and buying groups. 
Helping- people learn how to evaluate products and services*. 
Helping people leam;^ow to buy wisely and to shop for the best values. 
-Investigating consumer complaints. * - 

y . • . ■ 

I . • . - .- • • " • 

Cultural Activities ' 
^ Teaching ^art, music, dance,, etc. 
^ 'P^er.forming^s an actor^ydaticer or musician* ' " 

• Setting up theatrical cind musical programs .7- . ^ z 

Promotring cXiltural' events; ■ ' ^ : :. 

^ ' Bringing* theater, .art, music to schools and neighborhood groups*. 
Acting as a guide or. lecturer in a museum or art 'gallery. ^ 
Handling ticket sales ; or audience deveLopment for . cultiiral activities. 
Caxing .Sor ( conserving) art or other museum items! 

Education , > - ' j . ^ . 

Teaching groups of children or adults. . • , 

Individual tutbring of: a child or;adult.' ; . ^ 

Improving literacy. ' . : ' , " ' i- 

Teaching English as a second language. ^ ' 

'Identifying talented students.' - ' . . 

Providing books and Other educational material. 

Keeping children in school ar^d returning dropouts. 
. ^Providing scholarships.. ' > - . ' ; . 

Improving library services. - ' 

Serving as teacher aide or-class administration aide. 

Providing educational advice and cpuns^ling. - 

Advising or helping ^ith educational programs for special populations. ■ 
, Advising on financial aid. ; ' ^ . 

Serving as a special skill advisor. 



Counsel inq . . . 

Referring others to sources of assistance or infonaation. * ; 
Individual counseling^ of ch^lld,. adolescent 'or adult. ^ 
Operating a telephone "hot line" for crisis assistance or advice, 
'working with self-help or self-improvement groups. 
■Croup counseling of children, adolescents,, or adults. 

Employment . * ■ ^ 

Finding or developing, jobs. 

Career or: job counseling. " , ■ ■ 

Operating job placement services. ' 
Providing job orientation. ^ * ' 

Providing skill training. 
Managing career fairs. 

Providing arbitration/conciliation/mediation services. 
^ * 
Entrepreneur ship 

Assisting people set up their" own businesses.. 
Providing business .advice and consulting. 
Providing manag^Snt training. * - 

Providing financial a*ssistance for* new businesses. 
Selecting, -pricing, and selling items. 
* Providing and selling a service. ^ 
Operating a volunteer organizatio*i^shop. 
Organizing a sale or auction. ' 

Environment ^ 
Operating a recycling program. 
Makirfg an environmental impact analysis. 
Enforcing antipollution codes. 
Workington cleanup or sanitation projects. 
Serving as a pesticide or safety advisor. 
Restoring land. 

Monitoring environmental quaJfity and conditions. 
Energy conservation adyisors. ' 
Creating playgrounds and paries. . ' . ' i 



Family and Youth Services . ' 

Serving as big sister, big brother. . 7' 
Operating day care programs. 

brgani'Sing or working in cooperative nursery schools. 

Providing foster care. '■ -- ^i^r' 

Leading youth groups. v . " - . vl- 

Fund Raising . ' ' . ^ 

tfeveloping a coordinating fund raising. . k/ 

Doing door-to-door or telephone fund raising. ' V . » 

Investigating potential sources of financial support. -J. 
Preparing fund raising proposals. ' ' ' 
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Healjih and Mental Health . - ' 

Wor]cing as a hospital technical aide. ^ ?> ' 

WorJcing as a first aid or rescue squad member, v . , 

Working with physically handicapped/ . ' 
, t Working wit;Ji mentally ill or emotionally disturbed. , 
..Assisting those with dn^g^ or alcohol problems. 
Visiting the ill in hospitals or nursing homes, • 
Working as a rehabilitation technician or aide,' - - 
Working as 4 home 'health" care aide, / . 
ffSucating others in health care and maintenance. • " 

Housing ^ t 

Improving or repairing rundown/ housing - 
Relocating people. . ' ' 

investigating fair housing opportunities, . 
^/^Negotiating between tenants and landlords. 

Working as a fire and safety inspector, . . 
Cleanup aides. ' . • 

^ Working as a neighborhood guard or monitor. 
Being, a pest control worker, ' 

Leg^l tUghj^^^'^and^ Prevention ^ - 

WorElng as a probation aide. 
_^ Improving police community relations. 

Working in prisoner, rehabilitation progysims. 

Working in juvenile delinquency prevention programs. 

Nutrition 

. Providing meals -on wheels. 
Feeding helpers for ill or handicapped. 
Working'as'a nutrition advisor. 
Providing school lunch programs. 
Preparing and/or distributing emergency food. 

Recreation , ; \ ^ 

Providing play activities. • 
Coaching sports. 

Teaching arts and crafts. , 

Developing community recreation programs. ^ - - 

Vacations and parties for children/ ^ed, handicapped, etc. 

Social Support Services ^ 

Serving as a companion to shut-in. * 

Working as an eligibility and assistance advisor. 

Working as a^' shopping Assistance helper. 

Working as a reader and form filler. . . 

Serving as a representatrive payee or gucirdian.. 
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Traits poirtatiog ' * 

Chauffering. 
Operating a djsiver^ edxi^ration program. . 
Operating driVer safety and training programs. - ' 
Providing bus, trainyplane, station info rmation/^d assistance. 
Serving as a bus or van driver.*/ . - 
* Arranging 'o^V pools. ' • . ■ " • 

Improving route and street signs. s .'^ 

Providing information and service assistance for travelers. 

Do any of these remind you of volunteer work tHat you have done? 

If sor go back and add it to your list. ^ 

Now/ let's look at what another -woman has written about her home- 

■ . . ■ " ^ ^ ( 

making and volunteer experience. , • 

Jane Jones is 45 years old. She has three 
children, .a boy 22, a girl ;L9, and a boy 
.15. Her husbanH>,died two months ago. Jane 
- - worked in a' ^lo^l department store for two 

years after she gr^tduated fr^m }iigh -school. 
She stopped workiri^ when She got married. 
' ^ . ' SI^' h^s done some part-time work as a w^il^rei 

during the last fy/e years to meet family 
medical and\educauional ejcpenses^^ 




/ 



Here is some/^f what Jane wrote: 



S 



This* ye 



Last year: 




y^^i^ Ji.Ll^ J:^rj.\.^ ^f?^yr2^Ljj2^^C^ ^ 

d^J"^ rC^lcf-Tl ' <l.A>r^V N-dl j2J^^JL AcL.l^LL') ^ 



Year l?efore that: ^^Tro-'lJ^ ^ 




1 



ERIC 



25a ^ 



•Now, y6u are ready to make ^ a List of^ the things you have learned 
and yo}i are able to dd as* a result of 'these hbmemaking and volunteer 
work activities. ^ t 

To helpjyou do this, we have prepared wha^t'we call "I Can" lists 

for each^ of ^ skill areas. Take time now to r-ead through these lists. 

The lists describe some of the skills of other women who have homismaking 
and volunteer work ex^ierience in these areas. ^ Remember, when you read 
through ^a.(^h list that you should not expect to be able to do all these 
things. ^Most ^women have only a few of the skills-, on any "5 Can" list. ^ 

No one person rs exactly like any other. ^ Yogr list of skills will be 

' . -. i^x' 

different from these. Vou may have^(^her, additional skills that -other' 

• " ^ " *' ' * ■ ' * ^ • 

women hav^ not mentioned. There is a space at the end of eachr list for 
. ■ ' ^ . , . . \ • - - ^ , ' ... , . 

you to "^dd the other things you can do./ - ' " . ' 

■ ' ■ ^ % . . ^ , ■ 

' -After you have read^ through *theae "I Can" lists, you are ready to / 

write your own set of .lists. .Use Worksheet #2 to .make your lists. If ^ 

y6u use the items from the "I Can" lists in this book, you ingy. yant to 

rewrite them to make them more specif ic to your own experience. Be sure 

to add all your othe'r special skills, and any others -that are not on 

■ * ■ 

" "■ ^ 

our lists. - • 4 ^ 



competency: LISTS 



HOMEMAKER LISTS: • 



1. 

2. 

• 3- 

•4. 
'■•■5. 
6. 
7. 
8; 
9. 
10. 



VOLUNTEER LISTS:' 



-11, 
12. 
13. 

Irf... 
'15.' 

16.- 
.■17-^ 

18. 

19. 

20. 

21- ■ 

23. 

24. - 

25. - 
26- 
27. 
28 .■ 
29. 
30. 
31.. 
32. 
33.' 



ANIMl XTARE SI^ECIALIST : ' . 

cHE/yceoK / ■ . „ ^ ' . - 

CHILD. CARETAKEfl.': ' . 

CLOTHINQ^AND TJEXTILE SPECIALIST. \ 

HOME OeSIGNER^; ".t '-^ '.: , \. ' 

HOHE HORTICULTURIST* ; 

H0ME . MAINTENANCE TECHNICi;^'fj: .^ .^^ 

HOME NUTRITIQN 1ST . ' .. ' ' ■ • • : ^ ' 

MANAGER OF, HOME FINANCES 

PROVIDER OF ilOME. HEALTH CARE^ ' ' , ' 

■ApMlhlSTRATOR/^iANAGEft - • ..V • , 

AbvOCATE/^CHA^^GE AGENT, 
; BENEFIT/SALES^''WORlb;R'V ' 

.COMMUNITY RE.SOURCES SPECIALTS " : .- * 

■ CONSUMER RIGHTfe SPECIALIST ; v' ■ ■ V" 

: COUNSELOR ' . . ^"A^ . ' ■ ' 

-EMERGENCE -MEDICAL TECHNICIAN ^ 
'FINANCIAL kANA&ER" 

FUND RA^ISER^. ;' . ^ ■ , 

/.GROUP LEADER FOR A SERVING , ORGANISATION . ** - 
HEALTH/MENTAL EIEALTH CARE ; INSTITUTICN VOLUNTEET^ 
LEGAL RIGHTS SPECIAL'I^iT ' : 

LIBRARY ASS ISTAN'J? . ' . " ■ ; ' ' 

MUSEUM STAFF ASSISTANT (DOCENT) / ' 
PERSONNEL ;MANAGEi^'.: ' , ■ ' ' ' 

PROBATION INVESTIGATOR . • ,. 
PROBLEM SURVEYOR . \ ^ ■ 
PUBLIC RE■LAT^ONS/CO^iMUNICAT0R^ 
RECREATION WORKER • ' ' . . ^ 

RESEARCHER ' 
TRAINER ' . '. ' .T ■ 

TUTOR/TEACHER'S AIDE ^ 
YOUTH GpOUP LEADER*.^ ■ ' ' .' '.: 



^ ■ ANIMAL care' SPECIALIS ' 



. An. animal care/specialist is knowledgeable about the needs of one or \ 
more types of animals and can provide for their breeding, raising, training 
and health care. ^ . . 



As an animal care specialist, I can: 
Breed and xaise pets. 
Dogs^ . 



-Cats. 

- Horses. 

- Birds. 



*.v:^^>;^'-^®^i^^ etc.'T '• - 




. ^ . 

- "• Housebreak a pet. ' 

,. ■ ■ 'IT^ ■ . ., .• ^ : ' .. ■ ■ ■ / ■ 

- " ' Groom a- pet. ' .* ^ ■ ' . 

- Provide appropriate food, housing, and sanitation^ for:/^ pet . and explain the 
reasons for m^j choices. i ., 

- - Explain ;the basic^ principles . in "^breeding pets^ (cross breeding, inbreeding, 
■ etc.-)« / • . • , ■ ' ■ 



Train a pei:. 

- Obedience .training. 



-Training for pet shows. - * Jo 



Tricks. 



Show a pet- in a competition. ' ' . ' , ' ' ' ■ :. 

Judge ;a pet show. * V * 

Break and train a horse 'for riding. ^ ° 

Describe common pet health, problems and how they can be prevented. 



Care- for an ill pet aiid describe the teaso.n^v foir my, actions. .'"^ 

■* i ■ . ^ 

• Provide emergency first aid for ary.injured pet. " " * . 

■ ■<•'•'-* . " ^' ■ ■• v/ .• . ■ ■ . V".- 

^ssist ^ veterinarian ill medical procedures for pets. ■ 

■■ . . > ■ •■■ ■ ■ : ■ ■ . ■■• •• /■■ 

■, Describe the^laws, regulations, ahd procedures involved in raising and 
selling ^ets. . ^ , 

- Pet control. - • 

- Pet lipensing. ' . " 
et registration. J ^ 

Explain the dietar^r .considerations necessary in. maintaining (a wildlife 
feeding dtationr ; . „ ' 

Identify locally common wildlif^. ^ ■ 
-Birds-." '. '/-A.' « ■ .-V z;' • v;'-.- 

-.Fish. • •■' . . -■ .-^^ ■ . . ' ■ '"■ 

Mammals. •• ■ ■ . ■ ^ ' ' '■■■■ /•>, . ^ ■ 

- Reptiles. ' ' . • ■ ■ 

- Inpects.^' \ . , ' ■ -.a;.. " ' 

■H- — * '. ^' V ' ■ * . "■ .■ ■ ■■ ■ - ' 

t S§rve a^s. a gui<ae or resource per^^n at a nature center . .Csee^ Museum. Aide) 

health -q^^ £n^ iminteriartce foir -'irij^red wildlife^,- J ' ' = 

■ Bre^d and rais'fe f ariTf anijn^ 

: : :*^Ghlcke|isr^^ ot^er fowl.* ' 

- 'Goats. * 



r Horses. 
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- Sheep. 

Explain ^the basic principles in breeding -farm animals. - . 

Provide appropriate fobd\ housingr ancj sanitation for farm animals and - 
describe^^e reasonj^ fof iky choices.'". . ^ ' ' - 



Describe how farm aiftimais are .judged and shown. 

Explain what is involved in raising hens to obtain^ eggs. ' . 
Explain .what is involved in raising cows or go^ts to obtain "milk. • • 
Explain what is involved in raising sheep to obtain wool- 
Explain wtiat./i^. involved in raising farm animals to obtain meat. 
Describe the common health problems of farm animals and liow they can be 
prevented. ^ . 

Care .for ^aii^ill farm animal and-describe the reasons for m^^ actions. 
Assist a veterinarian in medical procedures for farm -^animals. 
Provide emergency first aid for injured farm animals. 



A chef^cook prepares food f^r^'pthers, staking in^^^ nutrition 
and preferences.' . / '"'^^^^v, \ ; ■ ■ 

As a chef/cook, I can: V^^- 
T Serve^attractive and palatable meals , taking into accoimt: ^ ■^f-l^^:-- ...... 

- Color, texture and appearance. ' •, 
Nutritional needs. . 

• Budget considerations. - , ' ^ 

■ • ' ■ ■ ■• ' . • 1 - ■ . 

-Common food likes and dislikes. 

Prepare appetising portable rfeals. ' / 

- For invalids and shut-in. ( 

- For picnics and outdoor meals. • 
Package portable meals so- as to prevent spoilage and maintain an 
attractive appearance. 

Adapt recipies to serve large or smaller numbers of people. 
Cook food in large quantities to serve to groups of: ' 

- Preschool children. . /y . ' ' 
^ School age children. . - , 

• - Adults, 

\„ . ^ . , . ' ■ ■ . ; 

- Ill or hos'pitalized. individuals. C,-^^ * " ' 

• ^ • ■ .. ■ r ■ ■ . ■ ■ . ■ ^ 

" - Elderly. . 

"> • ■ ■ ■ . ^ . ■ . 

Prepare meal^ or adapt recipies to meet allergy problems. or special 
^iet needs. /-l - • 

^epare food specialties for a. regional^ ethnic or cultural group. - 
Identify the nutritional values in the meals 'I prepare (see Nutritionist). 
Evaluate, the cost and nutritional values of alternative methods of 
preparing the same foods (see Nutritionist , and Consumer Rights Specialist) 



.Utiiize"^ regional aind seasonal foods. 
Plan "meals .taking i^nto consideration: . ] ■ . ' 

- Nutrition, . 

- Appearance, color and texture. ' 

- Costs. ' 

- Preparation time. ' • . . " ■ 

- Special diets. : a ' , ,/ 

- Availability J ' V 

v. Leftovers.'-. -^.^^ ■ , ' ' 

Detennine the nutritional needs of those 'for whom i prepare meals (see-^ 

Nutritionist). ' oi^ ' * 

Store food to preserve nutritiohal qualities and'prevent spoilage. 

Describe commori food spoilage problems and how they can be prevented, ' • 

Read food labels to evaluate quality and weight of contents. " 

Evaluate Aesh fruit and vegetables for . freshness!, 

Evaluair'e meat, fish. and poultry for quality '^nd freshness. 

Detennine the appropriate/quantity .ofj-^ood to buy. ^ 

Uti].i2e recipies and ookbooks. - ^- 

Prepare food according to a variety of methods. 

Freeze or can food for later use. ' > 

Select, use and care for kitchen appliances and utensils 

Use kitchen equipment 'safely. 

Conserve energy in food preparation and "storage. 

■ . ■ '.««■" 

Plan ar>a prepare nutritious' snacks. 



Compare the cost and nutritional value of convenience food, "junk" food, 
and home prepared equivalents (see Nutritionist, .and Consumer Rights 
Specialist). , ' • * 
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Serve food in dn attractive tf^nner* 

utilize garnishes to make a meal more appealing. 



P ■ 1 



i? .. ■> 



J 
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y CHILD CARETAKER 



The child caretaker is responsible for providing for the physical, 
emotional, intellectual and moral needs of a child at different stages of 
development. In providing this care_, the child caretaker must assess the 
chad's needs, identify the appropriate care and implement such care within 
the financial, spatial and temporal limitations of the particular setting ' 
within which the child resides. 

•As a child caretaker, I 'can: , ' '• ' 

- : Identify . the nutritional .needs of . Home^i«ftritionist) , ' 



incrduding: 



selecting among alternate liquid diets for an infant (mother's milk. 



> 



animal milk ^rmula, vegetable milk formula) \ 

oods ^ child s diet, 'including 
consul ti^hg wi4 medical and paramedical personnel regarding nutritional 



r\e^s. 

- Devising ways of helping the older child deal with the limitations 'of 
' a special dietr^when that ds n^ecessary, \\ ' ^ 

- yKSSSgnize andrrespond to^a child' s Led for a -loving^ and eriiotidnally ' 
■a. supportive eiyi-ironment. ' \ V " | 

- ^ Identify aji/provide a safe stimulLing environmen^fo^ a child,!^inoiuding 
^ - Providing ssafe bedding for an infant. > 

- Providing stimulating play environment appropriate for a prescho/l 
child. ^ggi^ 

. • - Teaching a growing child t^Kelop safe play procedures; developing.: an 



^propriate balance betWeen a child's heed for explor^ry activity and 
^requirements' of sare^ty, ^ ' 

- Teaching sbhool'' age children how* to Hdentify safe play oar^Vs, ' 

- Purchasing or making material^to develop a- child"' s ahtellectual " 
and physical groVth. ■ -H: \ / . * 
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Peaching the 'child, games and: activities appropriate to her/his age 
y , and interests. • * . 

. - Make effective use of medical services for the child^ including: 

^ - Consulting doctors regarding preventative medicine, and immunizations, 

,etc. ' ■■ • • • 

-'.Obtaining emergency medical services when necessary. ' 
« - Determining the extent of public medical facilities and;^iding 
y . is appropriate to use them. ■ , ( 

- Arrange and supervise social experiences for a child which will promote 
ethical and moral development. ^ 
• - - Identify and select appropriate educational environments, including: 
■ ■ ^ - Choosing appropriate child care and preschool facilities when needed 

- Consulting with school staff regarding the child' s educational- development. 

- Consulting .with school staff regarding the -child' ssoc/aI/ emotional,, 
physical, and cognitivojdevelopment. n,^^ 



- Maintaining an ongoing involvement in'i^e child's education.' 



r. 



•Identify and pro v)Lde appropriate clothing, for a child "at different stages 
o^ developing (see Clothing and TeWle Specialist), including: 



- Identifying appropriate clotfti|t^or different seasons. ■ 

- ^entifying ah^providin*g''appropriate clothing wheh traveling or moving to a 

' ■ ■ ■ ' ) ^ ' 

different climate. • . ^ f 

/ ■ I - - 

1- Identifying other factors to consider in J^lothing" selection (growth . // 

rate, fabric durabi'l^ity,. etc.). ' . . 

^ Evaluate books and movies and determine their sutltability for a chilc^. . 
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Identify resources in the community which can be u^ed to augmerit school 
and preschool activities, including: ' 

- Playground facilities. 

- Art and craft workshops. ' . , v . 

- Libraries and museums. . ^ \ , 

- Dance and music programs. ... 

- Sports programs. ^ \ 

- Youth groups (religious, scouting, etc. j . ' ' - ; :.v ■ * 
(See Community Resources Specialist.) 

Demonstrate skills which help make life interesting to a growing' child ' 
(e.g.?, storytelling, singing,, etc. ) / \ . * ' ' 

Identify resources in the community which' may 'be Wlized to improve the 
living conditions for the child, including: : ' , _ ' 



- Consumer s^vices (such as diaper service, nursemaid service, counse^g 
programs t etc.). 



- Public services (such as: AFDC, medicaid, food stamps) . ^, ' ' 
--DirJt benefits to the, child (such as: diaper service, medicaid, 

food stamps, Big'^rother, etc./). 

- Indirect benefits to the child (such as: counseling services. Parents- 

without-Partners, etc.). ^ ' n 

a * ■ f ■ ■ • Xi^c • . - 

(See 'Community Resources Specialist. ). . " ^ - " 'u • ' • 

Recognize and treaf^ childhopd diseases, including: ' ' ^^ ; '"^^ « ' 

- Identifying such diseases and describing their syinptoms.. ' • ■ 

- Determining wh^ immediate remedy is 'needed. ' . ; / 

-. Describing books, which are 'helpful resourpes in dealing ,with'childht)ba 
diseases. ^ 
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n -u. • » . ^ • ■ ... ; • 

- Describing emergency procedures for va^bus conditions. 

- Consulting medical personnel when necessary^ 

.(See Provider of Home Heeilth Care. ) - ■ ■ \ . * . 
Describe and recognize the milestones in human development? 
Identify emotional disturbances or learning difficulties in a ch^ild 
which need professional treatment' or added attentL^/,. and .obtain * 
appropriat^e consultative advicQ. 
Recognize the nonverbal cues and behaviors' wh 



y 



probJL 



ems. 




idicatd tensions or 



Provide .legal, moral and ethical guidance for a child/ a^ropiiate to 



the child's age, including: 



Familiarizing a child with -laws '^ich may ai;^t her/him. 



Familiarizing a child with cbde^bf moral conduct deemed appropriate 
by the- parent. ' .„ ■ ' 



- pevismg ways of helping child to:, t^ke responsibility for his/her 



,1 i 



■A 




behJtyior. , , ^•,/', " " ^ / ' ' y 

-Revising. W^-iS of helping a. child -to recognize 'the 'consequences of 

\ ' ■-.^ ■ - ■ ■ ■ ■ ■•: !■ ■ ' ' ■ 

- alternat^i|pe behaviors. T " , • 

- Devising ways of helping a child tcT rebognize^the patterns- of behavior,/ 



appearance., etc., which flAe acc^ted by society and to assist th4 child 
- . .: . • ■ ■■■ ■■. .V. .x^' . ■ ■ 

in determinihg'.per^onal-.res^o^ses'to these patterns (respect for elders, 

etiquette, M£ial amenities , ■ implicit dress codes; etc.). ' \^ / ->« 



ETeterjn^ing and'^J^scribing 

qualitie^which r. va^e^.into/*he relatiorlship which I have with £ ch 



means of incorporating the int^rpeirsonalb ' \/ 



-.Davis^ng ways of /helpij^g^a 'child to excess, his/her. emotions in 




acceptable way^.^ 



Cescrlbing my approach to pu^shment and reinforcement' of^child' s ■ 
beha/ior an^ discuss the basis f-pr this ^approach. - 



■J- 





- Describe, ways to develop self-sufficiency in a child; ' 
Dftmbnstrate my understanding of the special needs'Of ^^child with a ' 
physical or emotiopal haz^cap, ■ of .a'gifted childj^lof a child in a • 
single parervt home, of a child of a <highly^ai^sient family, etc., 
^ijicluding^i^ . - . ♦ , ' . / 

- Physical nepds; ; ' ; ' - * . " T 

- Emotional 'n'eeds./^ ^(^* ' ■ '1 ' " 

■ ' • - ' . \ ^ > " ' 

- Educa;>tro4ial needs- ^ ' . ' 

IdeWfy.the special : needs of a child who has a sudden change in his- 
or/ner-envif^nment, such as death of a close friend or- relative , 
addi^:ipn of a -new f£.:ai.ly member, (infantjoo:' a^ed).^^^ of parents, ' 

Qtc . and develop ways ta meet these special ^needs. ^ ^ 

Provide opportunities ^for ^child \o. learn ue of'moneV. / " . 

FaclMtaCe learning by: . ' . . '* -J 

-..Encouraging the d^velopm^ent of communication ^and> listening skills. 

. ^' ' ' ^ . "■'^''^ ""'^^^ ' * „ • ■ 5'' . " 

- Enc^uragirig> the development of . ^ciaJ. skills 

- ' " ■ 'a ■ ; ^ : ■■ / : i j- " . ^ . ":: 

..-Encouraging the, development of -special rnfc'er/sts and talents. ^ 

- R^cognj^ag: "(^^^^ ' - 
>Acquaint my chUdvwi^^^IiS^i^ and. cultural' heritage. . 

. Help a child deveJl^op a' p6^:&:ive^elf ''^concept. . ■ 
" Pr^ide consistent and appropriate di^fiipline. • '^T^ \.' ' ^ 

rProvidd^ sex education. ; . 1 . 

yglp the child function as- a member of the' family: 

- Involvem^fi4: in decision fti^^Jtig .■ . - / , 

' ■ ■ ■ • - ' " ' ■ '4 . 

^- Recognition of the needs o'f others in the*"family. / £^ 



■■( : . 



■J 
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mtain relationships" with extended family. ' 



- Ehpburage togetherness- and mutual . support 
^ -« .' Teach* a child to respect the rights of othei^s 
I V *- .. . - . , - > 



I 

A. 



•V. 



/ ■ 



> > 




■J 
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CLOTHING AND TOXTILE SPECIALIST 



A clothing and textile sp^.cialist is responsible for planning, providing, 
and caring for wearing apparel- (fabric,, fur, jewelry-, etcj and textile pro- 
ducts found in the hp/^ie (curtains, slipcovers, bed and table lii 



As .a clothing ar^^iextile; specialist^ I/ccin: 



mens, ^tc. > , 



DeinoostratG knowledge of the properties of various kinds of fabrics / ^ 
and materials' used In the home or 'for wearing ''ap^)ar6L^byv describing: 




~ Care and maint^^nce properti-es (cleaning, v^eafv vtilnercibili^ to 



' stains^r hqat,^ etc, ) • . * 

■ o 

^Pliability and structure,' \ 



- Differences, in n;ethod of production. 
^ Relative costs, , . ^^ ■ ■ / 



• - Terms , usqd to deg^cribe these mat^^als- or -their prc:>perties^; . ^- '\ 

Analyze, the wearing a'pfiarel needs of people,' taking ^ to consideration 

• . . • * ' • - / ' • ■ r ■ ' > V * ' » 
; - such factor:^ as age, figu^^, size/ budget ,^ kind and level of/ activities. 



fa^shion, and -individuar differences ancj interests. 



S^Sbec^ coordinated clothing; items-.*- • . 
Select comj)lement'ary clothing; styles and colors. ' 



•Demonstjjate skills used in 'producing dotliir^g or home textile" prodt&ts'^'by:, 
- Using p^tterris,^ according /to* accepted standards to 'maJSe clothing or^ 



\ 



other home ^textile products. ^ 



Making alteration^Sf^patt^^ two, of' mora patterns, to ^laJ^'e 



" clot}\i'ng or othe^r home textile -products^ 



treating/ my qwn-^att6rns- ficom whi,ch to make clothin^--'br other .home ' 



^^^^ textile oroducts 
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Describing proper U3e and maintenance of tools and equipment used iiv 
* textile Gonstructioh (sewing. machine, loom, etc.). 

- Describing the process .1 use to Create > design,^ and implement a textile 

. related* idea^ , . " ' ^ '--^ " ■ ' , ; 

' . ■ ^ '^ '■■ ' . ■ ' ""f ' - ' ■ ' ' - 

T Using- a variety of different techniques in my specialty (embroidering, 
-\ • ..' ■ • ^ • . ,■ ■ ^ 

leather work, tailoring, spinning, weaving, ^macrame^ knitting/ crocheting. 



upholstering, etc. ) 



. * _ • • • . .- .Showing Vhow different 'f^^^ different effects. 

^1 .. ' >| Describirig waO^ of dqterm^i^ the kind of results which occur- when 
. ^ .<^i.f ferent tecw^ques, colors and materials are : combine Ji , V 

' " ^ : . ' Dempns^trate skills aJ^ knowledge related to^ mainteriffcce of .. wearing apparel 

V /^'Snd hoirie £^xtile products inc'iuding: ' ' ' ' ' ^ * ^ ' •' \ ' 

' • scribing proper, .cleaning ^.o^ 

- Describing, procedures'"; for altering, mending, and^or remodel^^^ 

' ■\ \ ' .. •• . • .' ■'^ [ • '•' . • ^ . r ' \ 

- , - Describing storage consideration^'. . . *' „ . 
" ^ist and e>^ la in ^rms; used in my s^|cialty" area (warp, skein, -bias,' 
- . . . flat fell seam, etc.T. '\. ^-r-'-.J^^ . - 



/ 



^ " V Dii^uss the history. Of textiles and ^d how;methodsv.and,^ateraaIs^- 



• have .changed. ' ' ' ' * ' . 

. Identify the technique, period, and origin of Various textiles ^^^o-t ' 
clpthing samples. ' \ v \ .. '■ ' '^'^ 

• Evalvat|j^he , quality of clothing , rugs , curtains'; linefes , an4|^other 

I ' ' ■ V ■ ■ ■ • -V-' ' '.^ ; 

textile items^ (see Consumer, and Home Designer).. * : 

Selecj: *home. textile ,ite$:is (curtaiiis, linens, .etc, -takingvinto /coh^ *V 




idW^ationj 



• 6' 



•frr- 
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Cost.* 



- Durability. 

r Eise of maintenance, 

- Color and style (see. Home Designer) . 




>^ V- -. 




^ , • = ■ HOME DESIGNER-.; . 

* ■ ■ ■ • ■■""■I. '• • ' ' • ' • ' " . ■ ■ 

■ A home designer /plans the decor and other characteristics, of a house 
.or^:apartment and carries out or arranges for -and oversees the implementation 
of these plans. . . 



As a Aome. designer, I can: ^ ' * , • 

Select living quarters which meet family tastes -and needs, taking 



into account: 



- Location (access to| schools; work, shopping, recreation, family and ^ 
friends, • freedom ^rom hazards, noise, problems^ etc. ) . ■ * 

- Cost (mortgage, reht, ta^xes, owner's fees, etc.;. ^ 
•Availability of services and utilities. " . . 



• Pes±gn., 

" Structural qualityl 
- Room arrangement and traffic --flow. 



-r. Number 'and type, of, rooms. . 
beveiop^ya plan for,;ih'^$rlor design, 



-^ArfalyzA^the physic^alVelem to be qonsid^red in p|.anning and decorating - 
» a room (dimensions/ placement of windows, heat:^g^ystem; ' etc. ) . ..4v; 
r^^i^" no.nphysical elements to be considered in home design (us^ by- 
> y handicapped r !c^^ningy4nd pr^es^rvatioh of decor; ' .-^ . . 

^ fiexibiiity/^.family values,^ Btc^.L^.^-^^ ' ^ " • * vi 

- Analyze hpw .resources currently aVailai^le c^^n best be used (existing.^ ;^ '-"^ 
rurnitare, carpeting,, accessories, etc.). . •* ' ■ 

- .peteiiTdne possible, changes or additions and the cost .and, consequekres^b'f " 



Develop a 'multi-stage decorating plan if- resolirc^s' are not available 

_ ■ ti> implementgg^ll desired changes, . 

ifpply principles, of .color/ textiire/ and (^esiga in home decorating. \ 
Create original home designs. * ^ . ^ 

Describe and demonstrate how colpr, light;; and. s^ace can^ be used to - 
alter room appearance. • 
Identify aesthetic guidelines for evaluating and planning home design- 

...(balance/ proportion, etc.); . • ^ . - ' ■ ' 

Research products or mat^^als with which I am* unf^iriiliaifS , • 

Research architectural and home, furnishing styles of historical-.-or ' 
regional interest. . " • i 

Prepsure scale drawings of a room- or house for use in dec3tating or- in 
historical, restoration, v . ^' ''' ^ . ' / « 

Identify resources, whicl) can aid m^ in res'-^^ing'an older hoirt^br . in , - 
assessing the^. value of a new one..; . j . ' ' ' 
Peterm^ne furniture needs.' / - / •'. 

Restore; refinish and' recycle; furniture -.(see Home Maintenance Technician) 
Arrange furniture .in an attractive and functional manner. . " ; - , 
Select upholstery or slip covers ^ for furniture tajking into consideration: 
^ - Cost. . 

- Durability. / • . \ ' • 

. ■ : • ■ - ^ . ■ . '. , ■ -V » ■ ' . . 

- Ease of maintenance. ^ ^ ' . • • " 

- Color, texture, and style. i / ' ' ' ' 
Upholster furniture. - . , - / . . 'V V ' 
Ijflake slip covers.' ■ s . « 

Evalu^t^. quality when selecting' household gopds and • furniture (see 
.C^h^ifee^^ Rights Speci^aiisf^ ' .-^ ■v . v " % V>' 
•Determine f ioot treatments and ,f Ipor covering., nee'ds 
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Finish- and -refini^ wooden floors (iee Home Maintenance Technician) . • 
Select rugs, carpets and other .floor coverings takihg into consideration: 
.- Cost. , ' ' -.J..."'"^ ' ' , ■ ■ ^ . 

- Existing condition of the floo*.. ' . ■ ' ' . 

- Durability. . * ' ^ . " ' " 
Ease of maintenance. * 'k 

■ ' \ V -■ ^ ■. ^ ' ■ ■■ '-^T^^^ ■ * ■ • 

- Color, ^texture:, ^nd stvlG. • ^ ' ■ ,* A 
Noise levels and need for i^^ise control. 

<i-; Traffic flow in area. ■ 

», - * 

Install linoleimi, vinyl tile, or 'similar flt>or coverings (see Home 

"Malnteix^ce Technician).. ^ . ' . . ^ ^ 

^ ' ' . ' ' * ' ■ ■ ■ ■ V<} ' ' ■ ' • • ' • 

■ Install w^lt-tp-waU carp^lng or carpet tiles ,;(see Home/Maintenance 
Techniciai^." ■ • ' , .. : * " 

Determine wall' treatments. " - 

•■ ■ ■ ■■ ■ ■' . ■ r- ■-^ 

Select paijit/. wallpaRer; or other -wall treatiAeribs^ taking into con-' 
sideration : • ^ ' ^ 



Co^, 



'9, 



- - Existing condition of the waXXs. J 

DurabiHty. . ' ' ^ . ■ ^ . </ \ 7 '''-"'^^-^ ' 



.- Ease, of inainteSln9e. ■ ' . • " . ■ ' ' . 



- Color> texture, and style. " - 
i ■ " Moise levels and need' for noJLse control*; 

. ^- ^ \ P^int a' rooi^see Home Maintenance Technician) . ' 

■"' .0 ' . : -.>:.. ■ ■. ' ' : ' ■ ■ ^ ■ ^ ; ' ' ' 

- Wallpaper a room, (see Home Maintenance Technician)'^. 
^ ^^^^^A a*^rootQ .(se.^^ 



Select ceiling treatment taking into consideration>- 

• Cost. . - 

• Existing condition of the ceiling, ^ . * 

- Easfe of maintehMce. . . ^ * • . ^ 

- Color, texture and style. 

*^ ■ 

• Ndise /levels and nped for noise control-^ 

Install (Jailing tiles (see '^Hom^ Maintenance'^Technician). 

Manage yard and garden. 6a^e (see Home Horticulturist).. . " 

Manage the redecoration of:- a r^^dbrl^^^^^ ' " - ■ ^ " . . . ^ 

-^Determine which tasks I ■ can do^ 11: ^ ■ "i '/^ 

- Select people to do the work.^^^^^^^^ -'r . b"^^ " 

— Rea^ and interpret contracts arid warranties (^ee^^^l Rights Specialist).- 

^- Explain my Leg^l recourse if th4 IrarJc is improperlx done-, if furniture or 

■ '^oods ^e faulty, etc. (see ' Consumer Right^s Specialist, and Legal Rights ' 
. Specialist). " , - ' . i,. r* - " ' / , ' 

- petermine .,the best^.me^s of f injincfn^' tfie ' re^ecoration (see- Consumer^-- " r.?^^' 

■ ■ ■ ■ ■ ' ■ ^ . 

Rights Specialist t "-ahd Financial Manager) . : 
Identify and corr^ct'> cpnditions in the 'hbme ^ch are fire or sS:fety 
hazards. ■ • ^ . . i ' ^ . ^ - f . ■ • 
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HOME HORTICOLTURIST 



^/ ■ A homehorticulturisc^is concerned with the practical aspects of growing . 
(procuring* pliant ing, aaWenance, etc.) of trees, fruits, vegetables; flowers, 
and ornamental plants . . 

^ ^ • As a ^lome horticulturist, I can: / y 

- . Demonstrate my knowledge of the environmental in^ences^which '^f.ect ;: 



plant grow.th by: . ' 7 

^ diescribing th^ propeifties of various kinds of spil. including: 



X 



- how to test the soil, 

- how to change Soil properties^ 



V 



the kinds of plants which need or provide various soil properties, 
how to improve soil drainage or prevent ^erosion, 
^how to get assistance with soil proble 



^4 



' "^^JS to °^2c fertilizers appropriately. * 

. - now to prepare compos? 'or alter the soil properties organically. 

< • " - how to prepare soil p'rij^ to planting.. ' ' * 

^ how *to^naint^in soil afte¥pthe growing sreason - if outdoors. 

* • ■ ' *.■-■■. ' " - 

^ ^. - an explanation of , any tools 'f reqently' used in soil work. 

^- describing methods of proVicJ^^^rir^optipum environment for* the various 

icinUs' of plants I- grow (moist^gin the air, lighting, ^ temperature, ^ 

' J 



etc. ) 



- describing methods of protecting pa4nt;'s from .the adverse effects of . 

« . * <" • ' * . . * * ■ * '■- " , 

■ ■ ■ ' ■ ■■ ■-»- ^ ■ * ^ 

environmeatal. influences , which I ^:an'*t" ilter'^ . . " " 

Demonstrate ray knowledge of . tTie biological funttiorrir^ of .plants- by : 



^- naming kll the parts of various kinds^ of ■ plants'' a 
serve for the plant i ' ' ■ " . 

• . - •• ^ ^ . ' • ■ y ■ ■ .^v • 



e function they 
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- describing the process 1>y which a plant gets its nourishment. 

• descrdbihg the process of regengjjation for various kinds of plants. 

- describing the classification system used in ordering plants into 



SI 

Demonstrate my knowledge of planting ai^d transplanting procedures by: 

- identifying ti^e special cAre to be taken \^le transport in^^nd trans- ^ 
planting a tree^ shrub, "or plant.* ' ^ 

- describing the qualities of a plant, to be considered prior to purchasing 

: ' '.. r ■ ' " ' ■ , V. , ■ ' : 

or transplanting. ^. . 

^ describing the gijowing season of various plants and how to determine 
when and where to plant seeds or seedlings. ^ 

- selecting appropriately between the varieties of plants or seeds avail^e 

" ..- - ' * '■y ■ ' 

to me. ■ , , , - , J ' ; " , i . i . '■ '\ 

— " demons t rat i^Sg pl'anting techniques. . 

-(^ selecting cpntainers appropriate, for various types of ' ornamental and/or 
. indoor plants • . ' . 

^ Demonstrate my knowledge of hazards effecting plants and fiow to remedy 
them by: * , it ^ ' ' 

- describing the differences between animfila and insects which are harmful 
to the plants I grow and those |^ich>directly. or indirectly l^elp the 
plant I grow (bees and cross-pollination, lady bugs whichTeat aphids - ■ 

. which eat leaves, etc.). : _ . ic- 



- detect*lng and diagnosing plant damage effectively. . 

:• ■ _ ;:• ...... 

- preventing damgqgle to plants from Injects and. animals by using org^glc \ 
. and/or inorganic methods.- J" \ * . * V * « • 5^r. 
-^lising various ^methods weed control. j ^ ^ 
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- describing^ the cost/effectiveness aspects oi the various methods of 
insect and weed control 'described 'above. 

- describing the resources available to me to obtain assistance with 
these kinds of probletns. • ^^^^^^^^^ - 

- using and explaining any tools or materials used in pest or ''weed 
control • • . 

Demonstrate miv^knowledge of plant maintenance by: 
r arranging niy resources to allow for optimum plant maintenance, 
-diagnosing a need for a change in maintenance procedures and proceeding 
to test my' diagnosis . ^ 

- providing the care that various different- plants need for optimum 
growth. . ' ~. - 

- harvesting effectively. - 
Demonstrate iify knowledge of a particular method, or part of a method, of 

' A ^ y » • ^ ■ 

growing or caring for plants (organic ^^gardenitig, creating hybrids^ etc.). 



) 



Demonsti:ate my in-depth knowledge of a particular kind of plant ^j^its 
care . « " ' * * " . _ 



Demonstrate my knowledge of harvesting vegetabl|s, fruits, and flowers. 
Demonstifa^te py -knowledge pf the proper care for. plant products (flowers' 



once they have been cut; vegetables once they have been harvested). 
Demonstrate' knowledge and techniques- of plant pruning:^ 

y facilitating growth and/or flowering. ' ' - . ' \. , ' ' ^ /% 

^-.after transplanting^ 



- season*^ly:^^ 

4". 



- for ornamental effects. . 



DeBonatrace ny krioyledge and '^ills- as^ landscape architect, lijilu^lng 
V evaluating an4 planning growing space base'd' on peeds and use. ;/ 
s^selecting trees, plants, pacing, etc., ap^propriate to the-slt^and ' 



use 4 



- changing outdoor.^ areas in accordance vith, changing capabilities for ' 
care and maintenance. ^ ^ 

- changing -outdoor areas in accordance vith chaiiging i^e. 

- evalua-ting plints., trees, shrubs, etc., -before purchase, for their ' 
suitability to climate, location, groVing conditions, etb. ' ' 

- determining the tost of implementing and maintaining a given' landscape 
plan. " • * \ , 



ft- 



43- 



HOME M^r^^TENAKCE TECHNICIAN ^ 



A nome maintenance technician ckres'for a*home ai#for -thfe ecrtfipment in it7 ' ' • 

. ; , -. . . . ./ .;V \ . - ■ ^ \- -^■ ■ '' :• 

As a Ijome. mainteAMce fechnibi^in / I- can: - ■ ' j ■ ' ' . v /" r .. 



Manage the'^ overall mainteniict^rof my home:/ including; 
/ — Assessing^ what needs to be done* . .^ 
' ^ -..Determining -the costs and. time involved, including the'eonsequehces of 
postponing the work. ' . "^^ ^ ^ s * 

' ' V ' ' .' ^ , ■ - v^:'^ • " ' ■ ' 

' Pripritizing; tasks and detepii^^^^^ several tasks 



must beiiindertaken. 
- Determining which. tasks I can do. 



Selecting people -to mAke -other* repairs on th^asis of; 

- .lnforTgation*'from others, "reputation of workers. 
. ^ Cost and time estimates. • ' ' 

- - Ins^jgction of other hp rk* which the repairer^ has done". 

■ ■' 1- " ■ ' 

- Inspecting home maintenance work ahd determining if it has/is done properly. 

- Knowing how.to*J:ake legal . recourse if repairs are improper or poorly done. 

^ • r . ■ • : . 7 ■ ■ . ^ V ■ 

- Knowing how to^. take legal recourse if the owner o"f a building in which 

_ =^ ' ' ■ - ■ 

I am a. tenantr fails . to keep it Adequately maintained, y .^g, 

- ,/■ . . ' ^ ^ . " *" 

Demonstrate my know^ledge and skills in carpentry and constructioxi, including: 



- Designing projects to build: 

- Toys. . 
Furniture. 

■ - Built- ins and/or cabinets. 

• : - Rooms and/or othisr hoiise additions. 

* t ■ 

Executing projects: to build : 

■ \ - < .* ■ . ' 

- Toys, V • ■ 

furniture'.* 
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Built- ins ahd/oi? cabinets. 
- 5ooms an^/or other house r'additions. 




- Planning fiou^^einod^Ling. - 

- Executing^ ho\|sV, r^;^^ . . . ^ * ^ ' ' 

' - Drawing up' construct bj^ueprlnts 'and layouts." ' ' • • . ^ 

- Interpret construct blueprints and layouts. 

- Select appropriate materials for construct or remodeling.^ - - 

- Panel a wall. ^ . - * ' . 

- Install (belling "tiles. ' \ . .* ' 
Install, a fireplace. 

- Replace/rehang a door. . ^ . ' * 

♦ > . . '< . v . ■ _ 

- Select and install woodwork, wood trim, and wood mouldings^ to'create 
architectural effect- ' ^ 

" Apply"" caulking and/or 'weather stripping. p , " - . 

- Select appropriate insulation and/or energy^ concerning materials fpr use 
in construction or rempdeling. . 

- Install dnsxilation* ■ , * 

- Identify different kinds and qualities of woods. ' * 

- Know what types and quality of wood best for various construction uses. 

- Demonstrate 5>roper care and use of carpentry tools, f u 
-Select:::^ carpentry and -construction tools for a job. 

- Install kitcher; dabinets and/or countertops. ' ' ' , 

- Being alert^ to the accident hazards ciround construction taking- " ■ 
accident prevention measures. ' ' 

Demonstrate my knowledge a^d ; skills^in masonry workv including: ^ 

- meaning tiles" in a 6athrpom, on a kitchen counter, or for flooring 

- Making a. cement walk, terrace or driveway,- — 

- Making or repairing a flagstone, cVment bl(|ck, or brick walkT^ floor, or^ 
. terrace. ' * ^ ' " t 

- Making or repairing. a stone,* cement bloc^c oS; brick wail or fence: 



Reputty aip9»d 'loose panes^ of gfass. ' . - ' 

Replace broken panes of g^lass. ' \ ^ ' - \ 

Repair or replace flooring, incluSing: 

- Installing carpet" tiles or vinyl jjasphalt floor tiles. 
7 Installing slieet vinyl, asphalt or linoleum flooring- ^ 

- Installing wall to wall 'carpeting.* ' • . ' ' ^ 

- Installing parquet or hardwood floors"! - . 
Refinishing hardwood floors. ^ ' v . . / 

- Installing ceramic tile, quarry tile, flagstone or -bricks floors.*- " 
Make mechanical repairs on household items. ^ ^ 
Makie or repair 'fences , and .other outdoor features, including: ' * 

- Select 'most, appropriate materials for fences and outdoor . features. ^ 

- Sealing or resurfacing «a^i asphalt (blacktop) ■ driveway 02: walk. 

■'. - ■ ^ ' ■'• ' . ■ K . . 

- Design and/or draw plans for . fences, walkways, and^her outdoor'f eature 

- Making an asphalt (blacktop) walkWky. - ^' 

- Use railway ties, cement ^^lo^ks, blocks, ^tc. , to edge walks, create 

:•: ^ .-■ ■ V' ..- • ■ , ' . '■, ^ 

steps, or make raised flower beds, 

- Make: or repair wire fencing. - . / 

- Make or repair Woo3:ef^=?fencing. * : ' . " : ' 
Demonstrate my knowledge and skill in making eleJSj^rical repairs. Including: 

- Preventing problems^ the electrical system and, ajgpliances. 

- Diagnosing electrical problems. 

- Correcting problems in the electric system and appliances by: 



system and appliances ] 



Replacing batteries, light bulbs, -and fuses correctly* * ' ^ 



Replacing ^.!r\[ .tubes. . / ^ \ f ' . * 

. ;;-.;^stal,liiig"a^ / - \ 

. -'s^Installing TV, or hi-fi signal splitter.. 



- Rewirmg langg, ^plu^s, and/or sgall appliances. ..^ . ' • C- * 

• ' y ' , , . ^ T . 

- R^iring, installing,^ or replacing ^electric switches ^ ot^tlets,. ^ 

fixtilre^, or- wiring. V ' ' • . . \ 

^ .' . ' . - _ ■ _ - -^ . " . . ' . . • •> ' ' 

- Making prcper useiof electric repair 6quipm*ent amd' diagnostic ^nstrCTients! 

, - ■ . .^-v. ■ ^ - ; . - 

Observing safety procedures when working with electricity", " '-^ 

Lding radio, intercom, stereo, '"^or TV^rom'^a 3cit. * ' 

- Ass'emble and instjall an electronic burglar-Jlarm from a icit. 

- Knowing what to do when an/emergency prbbl^ occurs with the electric"^ 
system or an'el-ectric appliance.^ , V ' f V '' 

Cope with problem insects amd pests/' includiijg: - . / * . ' > 

^ ^ " - ■ , ■ ^ ~ 1^'- ^ :.\ \ \ \ ■ ^ ' :. " ■ ^: 

preventing household pest ^and insect prpbleras. , i?- - 

- • . *■ ■ '. ' • V • • ':"■'/ ■ * ' ^ '^''-^ A . 

- Diagnosing ^evidence of pest: _and. insec/ problems. V - 

Selecting the best pest or. insect: conWol^.technique for a given problem., 
" Uj^^ pesti^aes and/oy insecticides ^safely- and correctly.^ 



- Exterminating when necessary i > - -•^-^'^ ^. 

^ . ■ ' , / ■ . ■ • ' ^ • ■ 

"-^Ro^^lgnts (mice, - rats, etc . ) r \ ^ Y ' 

- Insects (ants, roaches , tejrmites , etcy) . ^ - .■ * 

. ' * • - ' ^ ■ <t ° • . 

Demonstrat;e my knowledge *and skill- in. making plurrgbihg repairs, ihcluding: > 

■ ■ t • ^ • " , • ■ " .* " • A • ■ 

- Preventu^ng problems in the plumbing system. . ; * . '\ >^ 

Diagnosing problem^, in the* plumbing- *ays tern. / , 

^ ; ^ ■ - . < ■ ^ ... . ' ' -'^ ■ 

- Correcting plumbing problems by: V ' . ' . 



' A- Replacing 'Washers, gaskets, elfc* 

- Using a "pltiniber's friend^^^or other techniques to cleat bi6cked'''plumbing. 



■ Aciusting or rfei>l^.cing i:oil'et -flush mfeclianism. 
L,.^ Removfe items f rom dirfain traps. 



■ Rep.J.ace fautyJB|^hower heads, etc. ' . V•'^'^. 




- - •Repair/re^laqe Idaky pipes. 



- Using s^ut off valves to prevent plumbing emergencies. 

- Making proper use of plumbing tools. ' ; • ^ .\ • " " 

- Observing :. safe procedures when working_. With plumbing. •' ' • ! 

Demonstrate my knowledge and skill in papering, pointing, and plastering 
including:. ' . . ' ' - - : | • . 

- Selecting the most appropriate wall covering for la. given use, location 
or problem. . ' * . . 

- Selecting the correct paint for a given use, location or problem. 
-.Selecting equipment best suited for applying different -.types of palJts 

and/or for different surfaces-.' '\ 

- Applying paint using: , . " ' 
- Brush. ^ 




- Roller.' ^ ■ ^ - * -5 

. - 9} 

- Spray- 

Maintaining paint i'ng equipment. - 'f^- J' - 

Using spackle or other materials to repair or patch walls or ceilings. 

\ ' • ' ■ ' ' ' / ■ ■ 

Constructihg a wall or' ceiling using drywall "(plasterboard) . • 

■ . ■ , ' ■ . i y • 

Constructing . a wall or ceiling using plaster .or stucco. 



HO>te blUTRITIONIST 




A home nutritionist is ^concerned. wit:h- the responsible^need assessment, 

plying, management, and 'delivery of the nutritional aspects of -the home- ' 

.• / ' ' - ' . ■ . ' -"' ^- • . ^ ■ 

\' ■ .'As a- home nutritionist I can: 

« . . - " » s ■ ■* - 'i . . • .' • 

- .i Demonstrate knowledge and, understanding' of ' tK^ basic elements of nutrition 

^ - assessing the nutritional-- needs of the people and/or animals for whom - 

.1 am,, responsible nutritionally.- - - v . 

' , ' ^ ^ -■ ^/ V^. ■ ... ; * :, .. 

^. describing^ the variations ..of nutritional needs relative to .age, exer- 

else, present condition (overweight,, average, underweight), metabolism, 

' . etc. , • " ^ ■ ' 4 ■ 

, ■ . ■ ' ■ V ■ , . - 

- describing alternative sources for meetihg various nutritional require-^ 
ments (vitamins, milk substitutes, etc.)! , 

- describing symptoms of various nutritipnajLVd^lLiencies or exc | 
:; and their Remedies (such as poor, night vision from lack- of vitamin A), r 

- describing the ramifications 'of ^e restricted die^s of which I am, 
familiar. " . , . 

- describing th-e basic nutrients '(fats, carbohydrates, proteins, vitamins, 
. and minerals) ^nd hot^ they are digested and used by^^e body. 

Demonstrate skills related to nutritional . pialining and cost effectiveness 

by: ■ ^ ' .1 

- using effectively . the resources Available tci me, or potentially available 
to* me, i.e., available time Omine and otherspj abilities, supplies 
(freezer, refrigerator, oven, mixfers, utensils, storage space, etc.), 
information, and money and how thly ' inf luencl my ability to be effective- 

- dealing with a sudden change in resources, 



-obtaining help from social ■ service "agencies if iy resources a^e. limited, 

'or- -suddenly reduced, or changed 'by emergency. 
" buying in bulk or in smaller' quantities , depending upon the appropriate- 

ness-of each to the situation. ' ' ' . 

- obtaining food from various sources, (growing ones own, co-op,s, farmers- 

markets, specialty stares, large chain grocery stores)-. ^ , 

fi ■ ■ ■ ' ' ' ■ . ■ ■ ' . • 

-selecting foods at varioys stages -of the preparation process (i.e., "raw' 

f orm^lemi-prepared, prepared, etc.). 
-^describing .positive and ^negative effects of special diets with 'which I 

am fanfiliat. ♦ ■ ^ 

Remonstrate my knowledge 'of different nutritional needs by: 

- describing how nutritional needs vary relative, to age.' 

- d^escriKing nutritional neieds during pregnancy and nursing, 
-'describing how^nutritional needs v^ry relative to. body weighty exercise,. 

and environment. S 

Demonstrate skills associated with food preparation and storage, by : 
-'describing the. methods I haVe used to store va^rious kinds of foods 
(cannit^g, freezing, etc.). 

• {■ ■ 

-describing the unique properties ^ of various food products ,, i.e. , 
leavening agents , preservatives , etc. 

- describing the safety precautions and methods of dealing with emergencies 
which may occur during food preparation. 

- describlxig methods 'of determining the meaning and corrective, procedures \ 
for various cooking conditions or problems. \ . 

- properly using various food preparation, appliancr 'la- ^sils, etc. 

- describing the meaning of terms used in cook^oo^,.. - . 



- describing the characteristics^ of measurement and converting' quantities 
from one. measurement system to another. . ' " ^ 

- describing special food preparation techniques for serving large ' 
.numbers of people or for unusual nutritional needs such as ethnic, 

■ gourmet, fat €ree or food allergy diets, 

,i ■ . . ■ ■ * 

- describing differences in food selection and preparation in various 
cultures. " ' ' X' " 

Demonstrate skills in meeting nutritional needs outside the home by: . 

- describing the .advantages and disadvantages of food sources which 
might be considered while traveling, 

- describing '-sources of food, other than restaurants, for use while 
. traveling or kamping (dehydrated foods, wild foods, etc.). 
Demonstrate knowledge of food poisoning by discussing its causes. < 
Demoi^strate my knowledge of laws related to nutrition including content - 
and .labeling laws, health and cleanliness laws, etc. 

Teach bthers* good niltrit^ional practices. 



* MANAGER OF HOME FINANCES . - 

~ • ^" » ■ ■ - ■__ 

. . ■ : \ •.;■/■ . . X/' . ' • ' 

The manager of home f inanps. is ' concemed 'with the responsible allocation 

■ i . ' ' ' ■ : . 

and monitoring of finances related .to home and /or family management. 

As a manager of home finances, I can-^ ■ \ -'^ ' ' 

.. ■ • / . .- \ . ' , ' '■ t ■ - . ' 

• ' Plan 'ahedd and set monetary goals. i 

■ • • .■■>.■ V , 

0\ y. > . ■ ■ , - • • . ■ .. : , - - . ^ 

. Budget existing, funds. " . >• ! 

• Maintain family f inan-cial..*recordsi-; I , . * . 

- - Demonstrate knowredge of- the fundamen^^^^^ investment by 'explaining 

^ which investmiehts were made 'or considered and why. ' " 

- . Demonstrate^knowledge of the. rationale for varic^is kinds and amounts 

of insurance by, IMipatlng which- policies, were.-pbtalned or considered and 

* ' •'' ■ ^■ ' ■ ■ -'^ \ . ■ 

why (healtti^ life,^ .tenant, auto, etcV) . ^ -^r.. - ^ ' y 

■\ ■ ' . » ■* ■ .'. " • ■ 

«. - ^ ■. ■ \' > /' ■ ■ .'. . • 

" V Demonstrate iiy skilXs\as.^a>consumer or 

. : . '-P-^ / ^ ■■■■■ - ■' ' ' ^ / r' ■ , 

,> .buying ac(d^ ;qs ihg .vatidus; products in the; cbmii^rcial , market . - 

\ t knowing /t;Ve adya^ of various' kitchen utensils ."^ 

^ ' ava-il^bfe, for ccv>king , ' serving*, and storing' f ood^ . 

^,^cwihg about diffejerr^ cleaning, prpducts and t,obls— how to do t&^ ' 
. iob^inost effectively and easily.!' " - : , \ 

■• \ V ^ , r . ■ ; . ■■ 

' 'v .J * knowing aboijt varJLous patent medicines and sundry items — when they 
" _are needed," how^ to determine which brand is the most effective and 

/' ■ ■ ■ ■ - ' . / ' ' ■ ' ■ . ■•■ - ^ 

. / 'aconomiical,f^nd how much to use' of them.. 

select ing.^ood^ schools and 'knowi^^ the community resources which 

, ^ are available. • * ■ . / 

4 -. . V-' :' ■ ■ ' - ■ ■■ ' * - ■ 
rchasing clothing which will be appropriate .and durable. 

■ • ... ■. ' ■ i' ' ■ *' - ' •. : ■ 

. — determining which repairs are most appropriately . and cost effect^ively 

■■ - . • • ••,• '■■''* • ' * • . 

done; by a prof essional. r , ' , ' , 



Demonstrate my knowledge of laws v^ch can affect family^ finances by:V 

. r describing' laws related to fidances and such circumstances ^s death, 

■; divorce, child support, etc - " 

^ ' ■ ■ ' ' ■ ' ■ ■ 

" '■ . - ^ . , . 

, - describing bankruptcy laws and procedures. ^ i 

- describing^ home/business laws and procedures. . 

describing laws related, to income taxes, ^ocial security taxes, etc., 
and use them to maximiz^ savings and/or -income. , 

- describing social services legally available from the government or 
service agencies and the process 6f .obtainin'g them. 

Demonstrate my knowledge of real estate by: 

- discussing the .(dis) advantages of (long anii short' range) buying,* renting, 
^ condominium jowning,» etc. \ . . " . 

evaluating a neighborhood's appropriateness to, family nee.ds. v 

- when selecting a house or apartment,^ know how to evaluate structure^ 

plumbing, wiring, sewage, etc. ' * • 

■ . ■ ) - 

Evaluate a. real estate purchase by: 

- describing how to obtain information oii taxes, loans, zoning, forecerrei 
reaj. estate charges, etc.* " * 

- discussing, the relative 'importance' of t^iese factors. - . ' 
^Prepare and defend income fta:: returns. .x 
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, • PROVIDER OF HOME HEALTH CARE 

• The provider- of home health caare is responsible for fulfilling the special 

physical and emotional needs, of a' person who is ill or infirm by virtue of* acute 

. ' . ■ ■ ' j ■ ■ . ■ "■■ * * 

or chroAic disease, physical incapacity , or . senility. - ^ 

As a prbvider of home health cafe, I can: , . ' 

Provide a. safe environment for a patient, including; ; ' 

\ - Installing special equipment where needed (eJg., shower bars, bed rails, 
7 etc.l. ' , ; ^ 

Provide for the physical and emotioml comfort of a patient. — ' 

Provide for adequate substitute care when I am unavailable. 

^Identify and fill the special vnatritional needs of patients who are acutely 
^' ill and/or convalescing, including: . - ^ , 



- Planning and preparing meals to maximize nutritional value. 



\ 



- Follow: - 
ccSndir^c 

- Enhan- 



-3c:.al diets and preparing special ^e^ls as require 



Pre 



^e appearance of food so' as to stimulate lagging apr le. 
a. patient's adherence to special diets. 

:"fective medical ca^re for the patieilt^^ including: ^ 
ar: -ropriate professional medical advice when needed. 
- - e:: gency medical treatment as necessary ^ 

- } -:-i:ing rc-tine home nursing J^^pcedures. ' • . - . 

r ■ ■ ' ■■ • 

' - ~ v-ting ::a1:ient to health facilities. * *' . 
r, ^ ■ •' —rmg preventive medicine. ■, ^ . , ' . 

- Knc how tc perform first aid if necessary,' , 

- Admi -raring medication, as directed by medical practitioners. 

- Know:>r and recognizing symptom^ of change or complication of patient's, 
condi lion^ ' ' 



f ■ 
5A 



- Changing dressings. 
, . - Admnls taring enemas or douches. ' ' ^ 

. - * * ' • 

Maintain hygienic conditions, for the patient, Including: . ' 

- Keeping patient's surroundings clean :^'d germ free. 

- Regularly laundering clothing and bed linens. 

- Helping the patient with personal groomi g ~ barhing ha-^i care, ^' < 
mouth and tooth ceire, nails. 

- Changing bed linens without unduly disturr i-. cat. ^nt 

Ider:-ify and appropriately use resources . . i ^^^--^ ..-^ 

■».■♦'- • - 

the ^^fe df the patient, including: 

' ' ' *^ . 

• services (visiting nurse association; meals :. v -iderly ; 

/ --ation to public facilities, ins-ritu.-ri.cns, am .r ,;rs; Medico 

^ jf- - '-^^-caid; recording for the blind, etc.), k 

^-ual' services :(large-print newspapers and books he:.... hair car 
. .1-- „ooming/ home-bound teachers-, etc.). 

:t patient progress as needed, including: 

- a thermometer to assess temperature fluctuation:::. 

- Knowiri^and noting symptoms of change in patient's state. 

- Keeping 'records, of medication given and noting side-ef f ec :s , if- any. 
Recognize ^^nd provide 'for the psychological 'and social needs of the ill' 
and/or elderly, including: - 

- Dealing with anxiety, depression, loneliness, fear. \ 

- Providing^ moral support. ' • • V 

r Knowing when to allow visitors and when not. . 

■" . ^ ■' V- • , ' • * . • 

- Dealing openly and honestly with illness and/or the possibility 'of death. 
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- - Plan for and help Patient enjoy appropriate exercise and recreation. 
. - Encoura^ and aid in the develoj^ment of self-suff fciency for^the^ 
. patient withift the-li-^ts o'f hisAer illness. " , \ ' r 

. Maintain needed sur-.. , as for —.-.e.pal^ient, inc_ua-g- 

--•Keeping medicinel an£ . . d supplies on hiar. . 

- Shopping for personal item= .--quired by pat-..; ::. , 



'I 
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AD^^:NISTRATOR/MA^IAGER 



The adainistra tor /manager is concerned with the deveJ.opinent and/or ' 
.- . implementation (Of program(s) involving paid and/or volunteer staff. This 
; involves the utilization of people, material, money and time.' There are two 
i.- types of adninistrator/managersj. those concerned with the total functioning of 
.an, organization, and those concerned* with the functioning of a particular 
project- within the program. . ' 
- ■ In carrying out my responsibility as an ad'ministrator/manager I can: 
, - Develop long-range goals and object„:^es /that foster organizational growth 



and continuity. , ' ' y 

. ' . • . ^ < J 

'Develop specific goals and plans for a specific project. 

Identify, the method of evaluating effectiveness in meeting the goals ^ 
and objectives, v ' ^ 

Identify the resources in personnel, money, materials, time and authority 
needed to accomplish the established Vjbjectives. ^ ' 

Establish priorities based on "the impir taixce of each objective to goal * ' 

y ^ • . ' * . ' ' 

attainment and on the resources available. 

i • ■ 

^ . 

Identify needs and opportunities for volunteer service. ' 
Enlist the support of the governing body and -staff in the utilization 
of volunteers. - ^ 

Interpret the organization and its systems* for' the delivery of services 
to the public and to people in need of assistance' (see Public Relations). 

' ^ ■ * ■: " 

Work creatively within the structure' of relationships and' the setting of 

the organization, i.e.,, IbcAl agency to national office, etc. . % 

■ , , .\ . .. ■ 

Be aware of the effects of changing socioeconomic conditions , cultural 

patterns,, and knowledge about the'helping prof essions *and their effects 

I upon volunteer -resources andJserv^^ces . *. , 
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Organize the program or project. into its components parts and determine' 
the sequence in which these activities need to be performed. 
Develop' and utilize flow^arts, PERT charts, and other visual 'materials 
•to describe the program's or project's work flow. 
Articulate the philosophy of ^the organization." 
Use problem solving and decision making skills. ; ' 

Develop and work within an agenda. , - 

Identify channels" to change (see Advocate/Change Agent ). 

Determine the need for and develop Alternative^ plans to meet -emergencies . 
Delegate responsibility and establish accountability .methods to determine 
if these responsibilities have been met. " 

. I . • , . . . ■ , ■ ■ : 

Describe and use techniques which will elicit new ideas and proposals . 

•SolicjU: and make constructive usfe of negative and positive feedback. ' 

Manage ^effectively in high pressure situations. 
^ V \ • ^ . ■ ^ ^ • 

Use techniques for crisis . management and describe why different •types'^of 

xrises require different techniques. ' ♦ 

Use methods of : conflict resolution and describe when they are appropriate. 
Establish effective communications throughout the organization. ' 
Coordinate the execution of simultaneous projects: , / 

- Establish mechanisms for coordination. 

- Determine when coordination is needed. 

Serve as a spokesperson for the organization (see Public Relations K 

Meet accountability demand^ of others by preparing reports . which include: - 

- ^valuation of success in meeting objectives, 
--fcxecoreis of financial sta'tus* . . 

- data on tine and personnel utilization. . 
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Prepare written sammaries of project and organizational accomplishment 
(see Public Relations K ^ ' 



Develop staffing plans (see Personnel Manager K 
Prepare and use a budget ( Financial Manag;er ^ . 
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AD VOdAfa /CHANGE AGE^T 



Advocacy is an* activity on behalf of. an individuai', a; group, or an . ' 

. ■ ■ ■ ■ ■ ■ ■ ' ■ ' . ■■■■ ■ . ' ' ' ■■ " '.' ^ ■ ■ ' 

Isaue^Whlch Is d^signeH to Improve, conditions, programs, ox serv:|,ces . Advocates 

work in areas such as legal rights housing, educatibn, environment, and social 
welfare, and attempt to change ,:oF<r;i^^^^ . 

. ' In ' carrying ^out my work as an* advocate/change agent , I can: 
> Identify areas^h^^e change is needed ts ^[ Program Surveyor for relatied 

skills):.'. . S • ■ . V . . ■ ^ - 

- Select methods ^and dk^ will docunient the nejed for change (see. 

J^esearcher and Frogram Surveyor for rielated skills )V 

■ ' • • . - ■;' ■' ■ ' *'. '/ ■ V ' ' ' 

- Def ine and delimit- the Hasic issues in a problem area. 

• v.-:^;:S>: . • ■.-'■fe;. ,/ - .'. 

Demons^te knowledge V the basic concepts' relevant to an issue in ♦ 

. fields such as:: 5 ^\ ' < ^ * ' 



legal rights (civil and crf^^iQ^l) . 
- housikg and community p^arining. 
education. 
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- environment. 



- welfare and social servicesV ^ ' / 7 - - ; 
Describe tl?ie public policy "issues rejlevatit" to a. pMblam: 
Demonstrate knowledge of the processes^'ol^&ftg^e ,us^ 

- theoretical model(s) . . , . 

- real-life examples. > ' v 

Describe methods which can be use^'^tb^^^^ change including: 

- lobbying. - ' 

- politica'l campaigns. " . 

- pjiblic relations. 



Identify the relevant constituencies concerned Jith a' problem (both 
pro and con)\and describe their position in relation to the problem. , f 

. Identify significant individuals and groups (suchl as community leaders, 

" ^' \ . • * " ■ ■ ■■ • . ■ ^ ■ • \ " ■ . . • ■ 

government officials , and legislatprs) who can help to. Implement change in 

a specif ic- problem area. ' " 

Build gpod working relationships with those who will be affected by 
proposed charig^s. . — \, ' ' . ' 

Identify potential allies and select techniques which ..will enlist their 

support. ' '■ * . . <r V'' 

i ^ - ■, • ■ ■ . » . » ,' . ■ ■ • 

Identify^ p'p^bsition groups and select techniques ^lich will best* 'counter 

their plans- and arguments . ^'^^ " ' 

' • ' ■ ' . ■ • • J, ^ 

Oemonstrate understanding of ehe legislative process and how it. canyjje 

' ■■ ' ■ ^ ■ ■ ■ ■ - ■ _ . 

use^d to, 'implement change.^ ' . ' ' 

.' '. ■ • . - ■ . ' ^>*' . 

Demonstrate knot^ledge of . the laws and customs' applying to lobbying. 

. , ■ ■ . '• *■ >■ • ' ' " 

Use coramuiiication skii:^ to persuade others (see Public Relations for ' 

.related skills) . ' ' . ■ . 

Identify potential sources of financial support (see Fund ^Raiser and 
Researcher lor related skills) . . . ^ ' 

■ c ■ • ' ' ■ ' ■ 

Obtain financial support for a cause or program (see ^Fund Raiser and 

' ke|6ei:rcihet for related skills).. . ^ . 

\. * ' ■ ■ ' ' 

Build good working relationships wlfch legislators and. government officials 

(local, state or federal). ' ^ „ 

Monitor legislative bodies' , public institutions' and/igehcles' actions 
relevant to the problem. , 

Draft model legislation.. . .. * 

v.. ' — 7" ' . 

Plan and organize coalition building. 



Conduct negotiations with an awareness of the necessity 'of comUomise* 



Present arguments and evidence to support a position (see Publl 
and Researcher for related skills)* ' 
* Keep others informed about progress using: 
- verbal communication. / 
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- written communication (see Public Re^l^ions for related skillL). . 



Train others to develop advocate/changt « 
related skills). 

Develop techniques to. maintain change. 



at skills (see Trairv^r for 



• BENEFIT SALES WORKER 
/'< ' ■ ' . • • • ■ " . . " 

. • A benefit sales worker organizes, runs or helps to run an effort to 

raise funds by selling a product or service (see Fund Raiser) . - 
^ As a benefit sales worker, 'i can: 

- Develop specific goals fpr the activity, operating within constraints 
of available time, space, and personnel. 

Assess potential markets for products pr' services. . \ . 

^Evaluate buyer behavior and consumption pattens. ' 

Survey and choose among suppliers of products and services on the basis of: 

Quality of product or service.. ' ' . 

- Appropriateness to potential market. 



- Cost. 



r Reliability. . . . . * . ^ 

■Maintain^ correspondence^with suppliers and sales: audience. ■ ' 
Pulrchase, develop, or supervise development of products or services for 
potential sale. .V 

Organize -activity into component parts/ and determine the sequence in 
which the activities .must ■ be perfortied. * ■ . 

Plan and prepare budgets. . ■. ' . ' 

Demonstrate knowledge of and m^ke appropriate use of business forms, including 

- Purchase orders. / 

- Receipts. ^ ^ .* * / 

■ • . «r • ■ ■ ■ 

- Sales slips*. • . . • 

. ^ ■ ' ■ ■ •' • ' \ • . 

- Bookkeeping ledgers. ^ v : ' 



Demonstrate knowledge of basic bookkeeping techniques and accounting, 
procedures. ■. .. . 

Establish and maintain quality control procedures, 
. Oetennine. prices of products or services on the b-r: f cost and 
overhead factors. ^ . 

Plan and carry out a; program Qf publicity for th :-:r: ■. .ct or service, 
(see Public Relations/Communicator) , including: 

- ..Establish relations .with appropriate me^ia — r„ . TV,' newspapers. 

- Prepare 9opy for publicity articles ajid advertissins.r.ts in media., 
-Design displays, posters. 

- Photograph products or services for media. ' ' 

Demonstrate knowledge and ^^understanding of regulations ~ tax laws', sales 
permits,, leases; etc. — which affect fund raising, . . ^ 
Demonstrate knowledge ahd use of simple business machines, including: 

- Typewriter. » 

- Copier. < ' . ' ' ■ ^ , 

.-. ' ■ ■ ■ ■ ■ . ^ 

- 'Cash register. ■ . ' . ' ' 

- Adding machine. ^ ' i/^ ' ' " " 
Hand c^ilula tor. * ' - - 

Coordinate the execution of iimultaneous activities. ■ f 

Perform, arrange for or oversee performance of auxiliary functions, including 

- Advertising. . ' . - . • . 

■ ■ ' ■ ^ \ . . ■■. • .• . \: ■ ■ / 

- Publicity. - 1 ■ ' 
Pricing. ' - ' ' ' ' 

.- Selling.- ^ ' ' ■• • 
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- Banking . ■ \ ■ » 

■. ■ / ^ : \ .■ ■ ■ 

- Janitorial. . . ^ 

- Reqord keeping. "J ■ > / 

Establish, procedure^ to monitor personnel, money, and materials (see 
Financial Manager) . 

Train^others in esta. d .procedures, ' 

Deal effectively witl. c^^ vomers, . including: ^ . 

- Providing information about products or services. 

- Explaining pricing policies. ^ . ' ■ 

- Establishing procecures for return or repayment of nr.. ducts or services 

- Handling complaints. 

Establish and maintain records, including: * 

- Profit/loss statements. ^ . * . 

- Expendittires, income, _ . , '-^ ^ - ' , • 

- PeriodiV^ reports to sponsoring agencies, othW constituencies.. 

- Statements for , other developers of sales programs. .- 




... \ ■ COMMUNITY RESOURCES SPECIALIST 

As a". specialist^ in community resourced, I know, can use, and. can • 
direct others . to ' information and services available from public and privat 
orgsmizations and agencies. 

As a cbmmuflity resources specialist, I can: ''^ ■ , 

Demonstrate my familiarity with my community/ . . . J 

Identify local reisources and seirvices to help with: 
, - Physical health needs and problems. 



- Mehtal/emotional health needs and prpblems. 



- Legal^ problems'. 

^ ■ ' " ■ ■■ 

- Financial problems. - 

- Drug, aicohol, or other substcincer dependence problems. 

■ ■ , ' • . ■ " ' . \ 

- Consumer problems' 

- Problems of age, 5ex, or race discrimination. ■ 
Descr-ibe the available ^resources for dealing with emergencies: 

- Emergency medical"^ services. ^ 

- Police services. ^ - . 

- Fire services. 

- Crisis centeVs. • . . 

- "Hotlines". . - 
-Transportation services. 

- Food services.' 

Serve as^ a -"sounding board" for.! those with problems (see Counselor) 
Provide, moral support (see Counselor) . . . ' 

- __ Show compassion for those with problems (see Counselor)-.' 

; ■ . •. • ■ ■ ■ . ■ . ■ " • ; .. ■ ■ » 

- , Encourage the development ot ; V common sense." • . *. 



" • ' - ' ^ • ' ' y 

. ' * . '•»'*. 

" • • *• , <■ 

- Prepare and 1;/ n. 3 and :=imilies to deal^with a criz;,s or 
disaster. ' ^ ' • 

- . Identify and .:3nTi-/ v:. resources to loqat^ commuiiity 'facilities 
and services. 

T Use contacts con - ctix^.? : aen seeking assistance with a problem. 

Identify those p: -*.e in -iTcaunity agencies, organizations, and ser ce.^ 
who can help me zMt thrc -. . "red tape." 

Identify, us ., a :id\^direc :: c : ^ers "tfi legal services:' ' * 

\- Adoption. ./ ' , ' ' 

■ ■ ■. ^ » . r 

- Alimony. 

- Child support . * > 

- Divorce/separation. ^ 
* - Domestic court. ■ ' „ 

juvenile court. 

- Probation. V 

' - Small claiins courts.. ' , » 

(See Legal Rights Specialisr.) " 

- . ^ThiJik . and behave rationally When dealing with an emergency. * 

■ - Set priordtties in handling an emergency. / . , 

■ • ■ ■ ' --J \ 

. • . . ■•*■,, / ■ ■ ■ " • • • , 

Develop support systems to deal with emergencies • ■ 
Teach^others procedures to deal with emergencies. . . ' . • 
I- . ^ : Can identify aiid^irect others to.^urc^s of food, clothing and ^elter 
^" during personal criises or ^"nercrencies, ' . " ' 

- Identify community resources that . can supplement what- a ^family has ava-Jlab' = 

'4 ' . ' • -.. '"^^ .■ >' 

// , - Social services. ^ 

li . ' , . ' . • ■ 

>^ ■ . ■> ^ ^ .■ 

-. Educational' facilities c^d programs. ' > . 
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-jious. facilities and prpgramsv^ ♦ ♦ 
* '^^.^^ facilities and programs. ■ 
'^^^ other informational facilit;Les arid programs. 

-i^nsporta'tion programs. * ^ ; * 

** . '. ' ' ' ' ■ . ' - 

ntify and use resources relevant to different cultural/ ethnic and 
.^Tious r.aritages. . ' - , 



C. 
Fu 



major^considerations in selecting: 

" :; ^ms for emeirgencies. 

-I- ' . ' ■ 

Tvices. 

-r igious center;^. 

or mc^tiuary services. 



- - Lec: services. ' 

Health care personnel, facilities and services.' ' 

■ • ■ ■ . . } 

Identify, use, and direct others ^to counseling services: 

- >Employment . * - 
Education* * ' - . . ' 

- Emotional, personal p^roblems. 

- Programs for the elderly. 

- Programs for women. . /: 



Describe the varipus kinds ^of federal and state a| 



available for people. 



who are eligible, and how to' obtain this assistance, 
-r Aid to dependent children'. .. ■ 



- Social Security. 
Unemplcyment comperisatiori. « 

- Medi^r 2/Medicaid. - . 

- -Food stamps. ' ' 



I ■ 
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* ■ • I 

Ider cify, use and ref^r others to tenant:' - r-".ghi 
' ♦ ■ ' . ■ . *, ■ 

block u;3soci^ations and other "grass rcc ,rG- 
socia' hange (see Advocate/Change Acen - 
Dame ate my awareness of governmr* 
Hi. zr..2rs identify funding source: ca^. 

- t.. --i co'-_T.:^-.ity . • ' ' ■. 

' »■'.>■ 
sj.:- :rs _r. d.iveloping proposals to o'btain 

r? : , --.s ajid services (sQe Fund 5iaiser) . 



una 




:?ht 



)Cial' 



\ cons\uner ^^ights s^:,-. ; , 
and services, .::selept^goc 



•HTS SPECIALIS': 



dXle to eval;. 
wisely/ d-i 



being treated 'in a just z^rmer, . oHtain bassist 

As a consumer fights specials. , I" can: 
Evaluate th^ quality of the pu.. jhases I make 

- Food/ , 

- Clothing and o'ther ~c. curtains, lin ■ 

- Housing. 

- household items ..appliance:: . -umiture> ef c . 

« • - - 

- Automobiles, 



whe quality -^'^ acods « 

.•V / / i ' ■ 

dne if * oonsoneri: are 
on cpnswier problems t 



- -Children's toys aijd' games., 

. if ' ' 

- Seisvic-es (child care i^isurar^:; , ^repairs, etc,)^ fS 

. . ■ • ■; ■ ■• .. ■ ' ' . ■ ■ 

Determine f rom ^ among several i'tc .:: of comparable qucllitj^, which is the 
*»•'." ■ * ■' 

bestj. buy, ' taking into; cons iderat:-.on: s ^ 

■ ■ ■ ' , • 

- Cost, , , ' . 
T Durability. . . 

- Frequency of use, . . . . ^ 

■ ■ • ' ' \ \ ■ . . 

- Type of use,. . 

- Style and c^her changes, ' " ^ , ^ 
^Use unit pricing and other techniques to compare costs of. items sold 
in different amounts and quantities. » ' ' 
Detect potential health and safety hajzard? in items and avoid purchasing 
them: ♦ - . , • ^' 



- Food. 



- Clothing and textiles (curtains, linens', rii^s, etc,).. 

- Housing. . / ' • . . / ■ *^ > 

- Household i,t/ems (appliances^ furniture, e.tc. ) 
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- 'Autombbiles. 
^ " 'Children* s toys and games. * 

- Services. . ' , 

Locate, use,. and direct others to information resources which -can help with 
Evaluating ^:he quality Qf goods and services. , 
, - Evaluating health ^and safety hazards in goods and services.. 

- Identifying best buys, sayings in costs, etc. ■' 
/ laentify, .use,and direct others to groups and organizations which can help' 

them with consuir^ei: problems (s^p Community Resources Specialist)." 

Organize or take part in* a food cooperati^ye in. order to achieve saving^ in 
I cost of grocery items. . - 

Organize or us^ other cooperatives to achieve savings. 
' Select living quarters to meet my » family's needs and circumstances'. !. 

* Describe my right^' and responsibilities, as a tenant, ^ . 
Help, othersr obtain their/rights as tenants. 

Describe my rights and responsibilities as a home- owner.. 
.^Read ajad interpret a: " vsu? . . 

- Lease. ♦ \ , 

- Contract; ' ' • 

. , - ■ ^ ■ ■ ■ ' ' - , ■ ■ ■ ' ' r ' ^ . 

- Warranty. ^ . • . ' 
(See Legal Rights Specialist. ) : ^ ■ ^ --^ ' 

Knbw what recourse a corisumer has when: ' . 
> A purchase does fiot function properly. * ' 

• - An item cannot be^r^dlred.- , ^ . . . 
^ - ^A purchase has health >or safety hazards. ^ ; . ' 

" ^ item or service purchased is not^as advertiseci. > 



- Services are not pegformed as agreed or promised. 

■ ■ . ./ ■ ' ' . ■" 

(See- Legal Rights Specialist.) ' _ ; _ , 

^elect stores and. servj.ces> that best meet my family ' s needs and 
circvunstances . » ^ 



locate .t^ true '•discount" stores. . * . • 

Select insurance policies and pla^s that are mos't appropfirate to my 
family* ^xT^eeds and circumstances:. 



ft 



- Life. 

- Health. 



^- Home, 



^ ■ 



Automobile. ' - 
^ Use. my taleiits as resources by:^ 



- Making, altering, a^nd .repairing clothing for familj members Csee 
. Clothing and Textile Specialist). ' . • \ ' 

" Canning,, freezing ajfid other home preparation of food. ' * j 

-Making simple home repairs (see Home Maintenance Technician).. 

- Making household furnishings (bookcases, curtains, furniture, slip' . 
covers, etc.)'. ' , ' ' ' \ ■■■ 

^ Trading my services or goods which I .have produced to obtain other ' 

- goods or services."^ -t, * • . 

Select' bank accounts , ' Saving^ plans-, and investments that best meet my 

family's h^ed^ and circumstances (see Home Financial Manager) . 

'' . ' " . ■ ' ■ - ■ ' / .'^ ■' . . ' 

Identify, vuse, and, direct others to fnee or low-cost public services. 

^ : ■ " .. . ' ■' . ■ * 

..(see Community Resources Specialist). . : - % 

Analyze advertising and identify misleading ma"teri,al. ' ' — ^ 



72 



Analyjie .sales promotions and determine if real 'savings are available. ' 

Investigate credit options and select those most appropriate to my 

family's needs and circumstances. ' - " ■ 

Use credit carqls and otfier forms of credit wisely. •' ' 

Know when to avoid credit and loans. ' / • . ' 



. Pescribe how to shop for a loan i or mortgage . 



I ■■■■ 
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COUNSELOR 



■ ; ■ X;: 



Counselors advise people who are seeking help and assistanc . • 

i>roblem. Informal counseling often occurs in conjunctly with oth^^ 'activities, 
Such as managing personnel or serving as^an advocate/.change agent', 'pormal 
counseling programs frequent'iyjrequ^re training prifir to beginning work;:: 



paraprofessionals 'and volunteers in these programs typically work under 



^the supervision of^ a professional. 

r In my work as a pounselor, l,cani " ' ■ 

Establish rapport with the person seeking advice. 
Use techniques ' which heip,^l^ple to talk spont^eously by: 

- selecting an appropriate -physical setting lEor counseling. 

- showing receptiveness by giving .attention and by listening -csr^ully. 

- using reinforcements ,\(both" verbal' and nonverbal/^f or ' encouragemint 
-and support. ' - 

- describing how facial epcpression, posture, and tdne-of-voice affect 
' commucutpat^bn** . . . . 

- / , Build cllent(conf iSt^ce toward, the counseling agency. 

- Demonstrate my questioning^ skills by: ' 

- using exf)loratory questions to obtain background information. 
. - knowing how and wh}j to use Open-ended questions! > 

- using probing techniques t^^objjairt further informdt/on. 
-.describing twO-step probing and its use. 

: ,- adapting my questioning to tl»e ba^ground of th^^person and to the. 
nature of the problem, 
-.using double-edged questions to ' help /li^dividuals .obtain greater insight. 



/- avoiding leading questions, 
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-.using softening techniques when using direcjt questions. 

■ ■ , . ■ ■ » ■ , 

-.phrasing questions so as to help the respondent "save face." 
Demonstrate ray listening skills by: 

- describing the qualities whigh make for an. effective listener, 
-'showing -how my ob:^ctiv^s (both long range and short range^ as a 

. listener influence my glistening approach. 

- iising techniques to determine if what I have- heard is what the person ' 
wanted me to hear. / .. . ' 

--using techniques to give listening feedback. 

Describe , different counseling <^technlques arid show how and when each 

* . ■ ■ 

is used. • 

Describe the psychological theories on* which different counseling te<5iniques 
are based. »; / '^^ j 

Demonstrate my awareness of- the legal and ethical problems relat-ed t&o 
cQnf ident ial ity . 

: Demonstrate techniques to control the Interchanges in counseling situa- ' 
. tions' by:' , 

.- using' techijiques to expand or limit the focus of. the-^diacussion' as needed. 
■ using methods' to help a person expand the. options under consideration. ' . 

- using methods of values clarification. ^ ' ' 

- depcVlblng how to determine when a situation needs to be referred to ^ 

■ ■ " . ■ ' ' ' ■ ' • . • . 

others. ■ ^ / ' ■ - ^ ' ^ . 

- discussing various approaches* to decision making and the rationale 

for each.. . . ' . ^ ■ ^ 

.■ ■ •<* ■ • . • ■ * 

controlling the pacing of the' interchange. , 

- using techniques to exclude irrelevant dejtail. ^ . 
-using interview guides when appropriate to structure the situation* 
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Identify ati individual's problems and difficulties by a variety of methods, 
such.. as: . ^ ' 

i - question and interview an individual to •obtain information. 

- observe an individual's interactions with others or'^ performance to 

» identify problems. * . v 

- work with an individual ''s family, co-workers, teachers, or others ' 

■ * ■ • . . * 

to identify problems. 

- use tests or other diagnostic devices to identify problems. 

Take notes unobtrusively during counseling or an interview, and use these 
notes Xatj^r in dealing with the client's problem. . 

Describe the kinds of information necessary to handle different types 
of counseliT\g problems. . . , V 

. Interpret data and use it in counseling^ such as: • 

- interview and background. ' 

-^observational data. * ^ ' v 

. - test data. 



- other. (Specify) 



Do\referral counseling, such as: 

-'build resources for referral. ■ \ 

- describe methods ^nd consideration in using referral resources. 

- use- appropriate techniques for people seeking help for ^themselves 
and for others w ' • 

- demonstrate the spiecial skills needed in phone referral counseling. 
.Do intake or entrance interviewing, screening', and placement. ' 

Determine the urgency of a problem or concern and handle it appropriately. 
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Handle crisis intervention by: ' ' 

identifying crisis situations. ; » _ : \ 

- dealing pro-actively with the people surrounding 'the crisis. 

- describing responses ,to different kinds of crisis situations. . ^ 

' ■* ■ ' .... • . . ' 

- demonstrating my ability to .prioritize in handling a crisis and thd* . 
factors to be considered. , / ; 

describing the special skills neededSor dealing with particular crises 
situations, such as: . ' 

* alcohol problems. . \ 

- drug problems. 

; - disasters (earthquake, flood, e,tc.) 

". .. , .• . 

- poisoning. 

- rape, ■ ' . 
. ^ - other. (Specify) ' " .: . . ■ . ' 



■n ' ■ ~ ~ " -T . - ■ . . . .. — 

Demonstrate techniques for dealing with people who complicate a crisis 

situation rather than aiding it. 

Demonstrate the skills required in carelr counseling >and life guidance by: 

- using tests and other devices to assess aptitudes and interests, 
-describing resources which can be used to assess interests and determine 

alternatives. . * . 

- using methods to, implement and foJLlow-up decisions. 

Demonstrate the skills used in intensive individual counseUng, group' 
counseling, and therapy situations by: 

- describing the cues which can be used to assess state (emotional, 
physical, etc.). ; : 
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~ diatinguishing between techniques apprppri'ate for group and individual 
couns'eling or therapy. ■ ■ m ■ 

c ' . . . ^ . • • ■ ■ . ■ 

-describing the cues which can be used to determine the effectiveness 
of counseling. 

- demonstrating skills which support professional counseling^ 

- using special techniques in grotlp counseling to develop group\ solidarity , 
to deal 'with gtoup conflict resolution, and to elicit' self-disc3,osure, 
etc. 

- using cues' to help" understand group processes and interaction. 

- demonstrating skills used as support for prof essionar counsel^g , 
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EMERGENCY MEDICAL TECHNICIAN . 
As an emergency .medical technician, I can: 

Care for a patient promptly and - efficiently at the scene of an , accident, 
including : . - - . * . - 

- Analyzing.the total situation and recognizing the potential problems. 

- Setting priorities under stress. • ' - 

- Attending to life-threatening* emergencies first. 

^^rovidirig for the safety and protection of the patient caring for 
injuries. * ^ r ■ 

- Searching^^fo^ medical identification information. ' * ^ 
Control an accident scene, including: . - . 

Examining patient for injuries^. * . 

- Removing patient from life- threatening situations. 

- Exercising care in handling ambulance^ ^^^^ 

- Dealing with bystanders ,j:aking history from bystanders / if " necessary. V 

- Assuming subordinate role if^ physician is present. * . 
-Correcting life-threatening problems and immobilizing injured parts ' 

- Extricating patient so as to nfinimize damage to injured parts. • 

- Respond ^to patient's and family's needs for cjomfort apd reassuraiice. 
Provide safe atid efficient transport and continuing ca^-e of patient on the 
Way to the hospital, iftcluding: 

- Driving emergency vehicle care'fully to minimi'&e disturbance to patient. 
-Knowing and-abiding by laws and traffic regulations pertaining to • 

ambulances. . . 

* . . , ■ • . . ■■■ »• 

- Knowing efficient routes and alternate routes to the hosjyftal. 

- Making propej. use of lights and sirens, 

or ' j- _^ ■ . . , * , . ' • ' . . • 
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- Riding in coI^p^u:t^nent-with patient. ' • 

- Continually observing and protecting patient. . . 

( . • - ■ ■ - ■" . ■ . 

- Administering care as indicated or instructed. 

. provide orderly tiransfer of patient a^nd patient^information to hospital 
emergency department^' including: 

Communicating vital information. J- * .* 

-/Delivering. patient to .emergency department. 

- Alerting- emergency rpdm to potentially high priority situations. \ 

- Assisting- emergency department staff as 'requested. . ' 
-'Complying With hospital regulations.*' A ' ' 

Perform cg^unica^on functions, Including: 

■ • * • >• 

Dispatching ambulances. ' • . \ * ; , 

- Requesting additional resources (police or^f ire) . . 

' ^^^^ing emergency room perso^el of arrival and cpndition. of patient. 

- Operating radio commiani cations equipment/ / 

- FolloVing Federal I Communications Comission (FCC) regulations, concealing 
equipment. ' ^ 

Keep records and make reports, including: 

- Interrogating patient, relatives, bystanders. " " 

- Providing information to^medical staff and/or police regarding state - 
of patient, and circumstances surround^.ng accident. ^ 

Perform basic life support functions, including: ^ 

- Treating shock.. 

- Treating trauma and burns. ' , , 
-Applying splints and bandages. 

- Performing cardiac resuscitation. 
-Using airway adjuncts. 
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- Diagnosing and treat i^ng medicaLL emergencies: 
^ r 'Epileptic seizures^ 

- Traumatic shock. 

- Insulin shock. 

- Hemorrhaging. ' '-^ 



^-.Poisoning. • 
Heart attack. • 

- Assisting in childbirth. T 

- Diagnosing and handling psychiatric emergencies. 
Care- £or emerg^ency ivetiiclfe" and e^ipment, including: 

- Maintaining vehicle i^ state of. readiness. ' - V 

- Replenishing supplies. ' ^ 

- Dofcontaminating and cleaning equipment routinely after 




FINANCIAL MANAGER . • ^ ■ . ' ' . - 

Managing finances Involves allocating and m'onitocin'g/th^ use .ofjiersbnnel 
^ time and resour<£es so as to exercise control of money and- reso^Lirces for an 
organization, prograi/or^activity. ^ , ' * ' 

As a financial manager, I can: » 
- Plan and prepare budgets using:. 

- fund budgeting, . . \ —^'-^ 

< ■ . ' - ■ * . 

: - program budgeting. ^ " ~ 

- other budgeting techniques (specify) ■ : . ' . 



Present the rationale and Justification for a budget. - 
Understand and interpret , a budget . 

Prepare budget projections based on historiq^l analysis and cost trends. 
Prepare cost estimates from data about the utilization of personnel, ' 
. time^/iand materials. , ' ' .r 

Establish^ procedures to monitor income and expenditures. 
Es^tab|ish procedures (incentilves, etc.) which encourage fiscal responsi- 
bility. ■ , , . . . ^ ' \ , 

Monitor income and expenses so as to exercise fiscal control or. wt 
necessaryv adjust existing budgets. 
Demonstrate a knowledge of basic bookkeeping techniques., 
Demonstrate a knowledge of basic ^accounting procedures. 

■ V , ■■ . ■ ■ ■ . ] ' . ■■• 

Apply appropriate Recounting and/or bookkeeping techniques in maintaining 
financial- records • • . , 

Establish and maintain fiscal records and procedures which will meet. 

external audit, and/or accountability requirements. 

Plan an investment program in kee.ping with organizational needs and 

objectives. 
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Demonstrate a, knowledge of vkrlous ty-pes- of Investments and. the advantages 
''and/or disad'vkntages of each: Stocks .-Bond s Money Market . 



Instrument s . and Other 



- ,'.Appl^ the -"total return" cimcept to Investments when apRrpprlaVe. 

- Monitor an. inVestment program and evaluate its ef f ectiveness-Iij relation ' ' 

- orgianizational needs. / 

- other Investnent programs ' . \ ' - y 

- economic and market indicators. . \ ^ . * 

- Establish work flow an4 work loading pr9cedures . ' ' 

^ When 'income and ca^h flow analyses indl^tate that it is appropriate, ^ 
plan and. execute appropriate short-term investments. 

Conduct saj.a^y administration and performance revi ews for paid wor :ers . 

" J ' - ■ . ' - 

Establisl^ -and mainta'in quality control proceaures for individuals and, 

products . , J 

■ ■ ■ ' • . t 

■ I ■ , ■ 

Trai- others in financial management procedures (see Trainer for r-^lated 
skills). ^ 

Determine prices on the basis of cost and overhead factors winen a^product 
or service is sold. 

- Discuss . the social implications of investment" 4ecis ions (how company' 

policies can affect the environment, minorities j women, e'tc.) and decide 

if an investjment is appropriate to the^ philosophy of W organization. " 

■ ■ \ ' ■■ ' ■ ' ' ■ . ■ ■ " . 

Know how to pjitain information about tioth the economic condition and /- 

. _the activities of a company before making an investment decision and/or 



voting proxies.: 
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» . TUND RAISER ^ 

. ■ ■ , J . - ^' • . • . 

Fund raising ip the developmenp of a system of financial support for an . 
rganization, program, or activity. 7 ./ . 

-In my work- as a fund reiser, Z can: " 

: Assess needs so as , to determine what financial aapport is^ required ' 
(see Problem Surveyor far related skills) . 
Plan a fund raising activity, including: 



- identifying objectives^ and specif ic goals, 
-^entifying potenl^ial loiirces of funds from: 
-government (l.:cal, \s -a.- federal). 
; - business and Industry, \ ' . 

■/-foundations, 
-individuals. 

. - other organizations- ^ / ^ ^ 

'Selecting methods and strategies appropriate be th to organizational 
~ image and pptdntial fiiriding sc-urces. \ . • 

estimating requirements for people, materials, ""and time. ' . 
- estimating -.cost of a fund-raising effort. \ 

' ■ V. ■ . ■ ^ - ) , - 

Demonstrate knjjwledge and understanding of the code of ethics regarding 



fund raising. ^ 



Deponstrate knowledge and understanding of tax laws and other reaulaticms 
which affect fund raising. ' ■ 

Utilize the tools of fund raising by: ' ' 

. ..■ ■ . ■ 

- demonstrating knowledge of resources such as foundation directories,, 

directories, of goverr-'T'ont procrrams., etc , " 

---demonstrating a. knowledge of f-:-ncial managed-- (s ae Financial Manager 



- demonstrating knowledge of proposal preparation skills (see Researcher 
for related .skills). , . : / - 

- demonstrating knowledge" of techniques- in preparing 'promotional materials 
(see Public Relations for rp^a^^r^. cW^^o^ ' 

- demonstrating an- understanding of the motlj^ations and needs involved ' 
in.lSontributing to ^group, orgaAzation,' or program and methods to 
build on these. ^ 

Administer a fund-ra^dsing program, including: ; - 
1^ selecting or recruiting staff and workers . . ^C "^^ 

- training others in fund-raising techniques (see 'Trainer for related 
skills). ' ; ' . - 

, -determining strategy. . > 

- deter^&^^ing target group. / ^ \ 

- making^work assignments and monitoring ^^r^ress. ^' ' 
>^setting and communicati^rjg goal. " 

cd<^rdinating multifaceted *ef forts. /^^^ 

/ - assessing and reporting on progress. [ , - 

' / ■ *• . ' ^ ' . . 

-yfaodifying plans to meet ch^nging' ciT^bumstances . ' - ,v ^ 

/ ' \ ■ ' ^ \ ' ' 

Raise: fiunds by selling a product or service, including: 

- selecting products or. services to sell which are appropriate to the 
organization/agency image. 

- selecUng a clientele or target population. 

- researching ^cost/benefit factors for alternative products, services , and . 
delivery systems (see Financial Manap;er Y . ^ . 

r- planning and monitoring product 6r service delivery. ' 
-.selecting and recruiting sales piersonnel. ^ 

- training sales personnel.^ ■ ( ^ 



- selecting sices, teriricorles and/or lolacions for sales 6n the " 
basis of client el'eT-'cost, etc. . 

- determining. if sales permits, leases, etc., will be needed and obtaining 

- planning and iopleinenting methods to monitor personnel,' money, and 
materials (see Financial Manapjer ^ . • 

- planning and Implementing publicity for the product or service (see 
Public Relations )-. . ) ' • 

- jnaintaining records which will help others planniSg similar sales 
programs in the future. 

- developing techniques or procedures for return or repay of products, ' 
' sale of slow-moving products, .etc. : - 

Raising' funds by staging^ e special ev6nt, including: ' 

- selecting the type of eventyWich will be appropriate to organizational/. 
agencyyfmage. ^ 

-..depiaing if the event should be targeted to a. specific clientele or 

»- . ' ■ ■ 

to, the general public. * ' ' • ' ^ 

I ■ ■ . : . ; ^ ■ ■ - . . 

- determining the ^ost/benef its of alternative types of. events. " " > 
■ planning and implementing publicity (See Public Relation s) . 

• organizing a^^lan f*orv staging the event. 

- selecting and recruiting;. individuals to work on various types of' 

tasks and activities. ' \ ,^ ' , 

' . ■ ■ . * • ■ 

training staff and participants -(see Trainer ) . s. * - 

obtaining and organizing materials*. 

deter^tining if permits^ and permission will be needed and obtaining them; 
selecting sites and locations for the event on the basis of factors 
such as target population^ cost, etc. " ' 



• monitoring the work of staff • ' • > - 

• »^^^Ping recQrds that will be of use to others planning similar special 
events. ■ « . * ' 

Raise funds from government, corporations, and/or foundations by:- 

- researching special interests of potential funding sources (see 
Researcher). * ^ ^ 

- pi^eparing a proposal. 

- contacting appropriate funding sources. 

- promoting a proposal, project, or special need'. ' . ' 

- preparing reports which demonstrate organizations or agency acpount- 
ability to the funding agency. 

Raise funds from the public through a campaign including: 

- planning campaign theme and organizational strategy. / 

- recruiting workers for different levels of responsibility and^ different 
kinds of tasks. \ * 

- training anc} motivating workers (see Trainer ) . 

- V^paring materials to be used in the campaign (see Public Relations V. 
-monitoring the progress of the campaign. /^^T^^ - ^ 

- revising staffing and strategy to deal with emer^^es pr with inadequate 
< public , response. , 

- preparing report's which will be o£ assistance to others planning similar 
campaigns in^the future. ., ' ' ' 



Leading groups of ^6ople for a serving orgarilzation involves helping 
■people grow and develop within an organ^^^ 

In carrying out my responsibility 'as a group leader ..f dr a serving organi 
tion, I can': 

Plan and coordinate activities/^ ^ . ~ ' / 

- Secure resourceis» human ^tfd physical. 

, * * ' ' . . ,».'•• . • • ■ , . 

• ■ . . ■ ' ■ • ■ ■ . ■ ' ■ ' ' '••'.■* 

- Provide counseling services for people", where applicable (see Counselor ). 

- .Organize- committees to carry out takfes. 

-. Keep records of individual and group progress ^ ' 

- • ^ Bret»are U^^dg^tr and^ce^p^ financial records ("see Financial Manager ) . 

Organize and conduct meetings .^ 
Urfderstand aiid deal with conflict. 

Teach games, crafts, songs, dances , interpersonal ^kills, socialization, 

. and .democrat^^^c process. 

■ ' j - . • • ' ■ ' ' . . . ■ - 

- - Use audio-visual equipment. • 

- WAbWe by organization's standards. 

Usaproper safety precauticiiis. 

Kno||^ and use techniques and equipment specif ic to , the program. . ■ 



HEALTH/MENTAL H5ALTH CARE INSTITUTION VOLUNTEER ^ ' 

^ A hea it hi/mental health care institution voluqiteer provides assistance in 
one or several of the function^ performed in institutions devoted to the care 
pf ill, handicapped, or mentally ill individuals^. As a health/mental health 
care institution volunteer, I can perform somb or all of the following 
functions: v • ; 

r Respect and observe precautions concerning confidentiality , of patients 
a,nd patient histories, * , 

^ Follow orders and accept supervision- from prof essional ' staff • 

J Act as a' courier between various departments of the institution/ ' . ' , 
i/earxi and apply thS rules of a specific institution in: . . ' * ' 

Greeting patients and. visitors, ' . » 

. ■ ' 4 ' - ■ a ■ ■ 

- Answering telephones, ' 

. Providing informa'tion, - 

/ . y^^^^ntaining and handling records/ 
* , - Escorting p^tifents, / . . 

, ^. Operating^quipment< (wheelchairs,/ stretchers, elevators, etc, ) . ' 

- Using special terminology and abbreyiiatibns, , . 

• - '' • . ■ * . • '," ' ■ • ■. . 

... - .fentering patients' or treatment rooms, ^ • . 

'-Directing questions td appropriate sources, , « 

Discharging patients, ' I • 

- Act as cashier in coffee shop or gift shop. • ^ ^ I ■ 

Provide support and ministerial ^^^idance to patients and their families* 

^ ■ under the supervision of a member of the religious- ministry. 



Provide general assistance in the einergency room/ including: . " 

. - Assisting professional staff in giving personal and individual 
attention to patients, 

- Providing? support to patients' families. • . . . 

- Holdiog patients for suturing^, intravenoui medications, injections. 

- TransEforting patients to other parts- 6f the institution via stretcher 

. or wheelchair. " ^\ .. • . . 

. . . • ■ ■ ' • ,• 

- Keeping equipment Closets and cabinets well stocked. 

- Provide general assistance' in the out-patient jiepartment, including: 

- Meeting patients. ^ - , /^^^ \> 

- Alerting appropriate personnel when emergencies occur. ^ f 
r Filling put initial information sheets. 

- Escorting patients to treatment.. . " =• ' . ' V <• 
^ - Filing dhd pulling charts. V 

- Performing errands' .for patient's family, . making ^phone calls, watching 
;^ children, of fering' coffee. ' . ; . . " 

.- Avoiding interference with professional staff activities. 

Deliver, flo'wers to patients and 'maintain, flowers in proper condition. ' • 

• * ■ 

Distr|bute and collect mentis and. help patients to selects meals. 
,Assist in the phaannacy by: . ' > 

l^^lping to salvage unused medications. . . • 

- Packaging medicines. 

- Performing stock control activities: filing,, checking, and verifying stock 

, . . ■ . . . . . ,* ^ ^ ^ ^ 

lJ^^_^o-vide recreational activities for patients; \including: ^ 

.' - -Yogai. ' ■ . . ! ' • ■■ . 

- Indoor gardening. . * ■ ' i 
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- Grooming , y ' 

Arts and crafts projects, ' 



- Sports, 

- Drama, 



Set up and maintain libraries, playrooms, or magazine collections for 
patients, .jr ^ . ■ 



\ 
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LEGAL RIGHTS SPECIALIST 
A legal rights specialist can help herself and others obtain fair and 
equitable treatment under the law. 

As a legal rights specialist, I can: ^ : 



Describe my legal rights and responsibilities as a: 

- Citizen, ' - ' 

- Consumer. ^ 

- Home owner- * 

» * / y ' » \> • ^ 

Tenant* . 

- Parent. - ' ' . . ' . 



- Volunteer, worker/board member.' 

- Employee.-^' ^ . \ ' ' 

• - Employer. . " . , 

Select legal services and processes appropriate for a given problem, such 
.as, small claims court, probate court, etc. 

Identify, and obtain help from organizations which pro vide assistance to 
; those who\|f eel that their legal rights have been violated^./ { 
Help others obtain information about their legal rights as: 

- Consiamers,. ^ 

^ ■ ' . ', ' ' ■ ■ ■ . . " 

-'Tenants. : - \ " 

. • • . • ' . . ■ \ ' 

- Childi^en. ' ' 

- Wives. . . ■ • . ■ - . 

■ . ■ ■ ; . ■ p . • . ■ . 

- Parents* •' \ . • ' . ' ' . ■ ' ^ 

- Wor-kers, , ■ * ' ■ ' ' . . 

• * -Wdmea.* . • ' . . " 

- Recipients of -funds, from programs like Aid to Dependent Children, Social 
Security,, unemployment compensation, etc. 
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Read With understanding, and interpret: " ■ 

- Leases. ' '.. ^' ..'["' 

- Warranties.. 

- Insurance policies. ./ 

- Medical consent and release forms. 

- Contracts* and legal agreements. 

Desttibe the, essential elements of sales contracts related to the purchas 

- dars.: • ' ' , 

- Household appliances. . , ■ ^ 
iome furnishings. ^ ^ • i W ■ ' 

.-/Home improvements. ■ ' 

-/ Services. ~ . / - •■.»''.'.■' 

Specify the legal, differences in various -forms, of home, ownership and the:. 
advantages/potential problems 6f each: ; . ' 

f- Individual. ■ . / 

- Co-owner. ' ^ . ' 

- Cooperative'. ' ' , * ' 

- Condohiinium. . ^ 

Describe the essential elements of contracts related to a home: ^^ 

- Leases/subleases. 

*• Agreements of s^le. • - 

Desc'ill^ how -my rights '4s ^ homeowner are affected by: 

-Mortgages, 

■ . • • / ■ .^f/- *■ _ ■■..'*. , . • ' ■ 

-. Home improvement ..x ■ ■ > 

- Other home-related loans. \. ' V ' ' 

■ ■' • • . • ' • '. ' ■ ■ . • ■ ■ • ' ' ' . ' ' . ' 

- Title documents. .,; . . ■ . ' 

- :' ■ ' ■■ •■ •• ' ■ ' ' ^ " - ■ ♦ 

• Zoning. , ; ^ ^ . _ 

• Settlement/closing agreements.^ 



93 



Condt^ct ^t^s.earch of legal documents to obtain: • . . 

- Descript4pn of a property. * 
c - Title/owner, information about property. 

- Zoning and other restrictive covenants on a piece of /property. ''^ 

- Tax information about a property. * * . " ■ .■ ^ 
-^Records of real estate transactions. v- 
Describe the legal processes related to divorce and legal separa^tion, .including: 

- Grounds for divorce/separation. ^\ 

- Court proceedings. ; . ' 4, 

^ ^ \ s rA ^ ^ ...... 

- Property division. . ' 

- Child, custody, suppdrt and visitation. . . ' ' 

- Alimony. 

ChecH public .rfecords for information abaftt births, deaths and wills. 
Deserve- the legal processes related to inheritance, including: 

- Wills.- . ^ . ; ■ 

- Pr^eparation of prpbate ioventories. ' 

- Distribution of estate assets. ' ' 1 ' " ' 

- Property transfer), . . 

- Pension/insurance transfer. 

- Trust estatQ management. ^ 

- State and federal laws relating to inheritance. ° . . ' . 

- Social security and other, survivor benefits. / ' . .. 
^Specify the main di/ferAices in ^various forms of business ^ownership anVjt^ • 
advantages/potential problems of each: . 

- Injiividual. ' 
Partnership. 

- Corporation. ^ 

*r ■ ••; ■. ■ ■■■ . ■ • ■ 
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Describe employees' legal rights in regard to benefits. such as: .' 

- Pension. ' . ' ^ , ^ ^ " . ' ' 

- Profit sharing. , . , • ./ * 

- Life insurance, \ ■' ■ . - 
'-^ Health insurance, 

- Stock options,, " ^ , 

Assist those, who come to volunteer legal rights organizations by: 

- Conducting a preliminary interview for. the lawyer who will handle tht: 
problem. . - • \ 

- Drawing up drafts of documents for a lawyer to review, such as: \ 

♦ ^ Contracts, * 
- Wills, ; * ^ 

- .Gathering infj^rmation for lawyers to use in court cases, 

- Keeping reports of meetings with lawyers and clients; 

- Notifying lawyer and clients ^of approaching deadlines and'^scheduled 
court appearances. ^ 

- Making arrangements for legal depositions. ' - . 

• Indexing legal documents, ' / " : ' 
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LIBRARY ASSISTANT 

A library assistant helps library users and assists the library staff in 
technical services. . i 

As a library assistcint, I can: . ' ^ ' " 

Develop and/or maintain current files of special materials, such as: 

- Newspaper clipping^. ' . 

- Magazin- articles. , ' ' * 

■- Picture:: . ■ . - , 

^ — Informal reports;* of loqal an4 community groups. 
Use and maintain' audiovisual equipment, such as: 
Slide protjector. 
, - Film projector. 

- Tape recorder. ^ 

- Record player. \. 

- Micrdfiche/micrbfilm reader/printer. V. 

• ' ; . . ■ . ■ ^ V, 

• • o ' ■ • ■ 1 ■ ■ . 

- Videotape machine. 

Direct others, in the usi^ of audiovisual equipment . 

- Slide projector. , *: . 
Film projector. , ' 

* - Tape recorder. \ 

- Record player. : ' 

- Microfiche/microfilm reader/printer. 

- videotape machine. 
- Use data processing equipment to check 6^t/check in materials, identify 

overdue" materials , etc;" , " 
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Assist librarian in purchasing and proce^-ing library materials, such ac 
r- - J. r-archase orders, catalogue cards > etc. ^ 

ChcjL. invoices on new orders. ^ • .. 

- PrccGss incoming orders. / 

- Reproduce (photocopy) ca.talogue 'cards, orders/ etc. 

- Alphabetize, sort arid file catalogue cards, orders, etc. 
-,.Put library plate, card pockets, etc. , in new 'materials. ... 

Assist with the circulation of library materials, iruludingj: ^ 

- Check out materials. ^ • . . .. 

. ' ■ , ■ ■ ■ • ' " •■ • • • 

- Locate special materials and place them on reserve. \ 

- Issue and/or check library users' cards. ' 

. ■. 

/ ; - ■ ■■ • * . . . : 

- Prepare overdue notices. v 

-Sort arid shelve books. 



- "Read the shelves" to see that materials are in proper location. ■ 

' - f ' i ^ ^ ■ ■ 

- Review the-circulation record of materials tQ help in decisions about: 

' ^ ■ ' ' : ■ ' b -^ . - ■ ' 

'•weeding out" the collection. / ^ 

.>•••."* 

•'■ • . • ■ • ■ ■ . ■ ^ ■ . ' ■ . ■ . ^ ■ 

-Make an inventory of * materials to ident^ify items that/ may be missing or 

misfiled. . .. • . 

- Inspect b<^ks for weair/damage/need of replacement. 

Help witi user services, including: . ^ 
-Providing information on library services, facilities arid rules. 

- Answering questions that involve fact-finding in standard r ef Irene e 

sources- ,v * • 

- Help users locate materials by use of the card catalogue. • ; . 



Work with preschool age cliildren, by: 
Story telling. ^ 

- Using Puppets. i 

- Using audiovisual materials. 

- Reading aloud. 



. Work with, scHool age children^ including: j ' ■': ' ' 

- Helping them to differentiate between materials ^ftich promote 'learning 
and those which provide enjoyment onljf.* / i 

- Helping triem learn how to carry out library researbh. 

- Helping theia learn how to select materials appropriate for their age,- 

'* ' ' ' ■ ■ . , ' ■.■ V 

reading ability, and interests. ... 

f • i ^ • ■ , ' • * 

Develop, d^isplays and speci ^' bits: 

- . * » • 

- Seasonal/holiday- ' ; * .* » * . 

- Community evfen"t;s.f . ^ 

- Etfinic/cultural heritage. .* ^ 

- Special interests^ (arts, crafts, hobbie^travel, etc.). 

- E3?:plaining library programs, activities, services. 

. . ' ■ * ,. . . 

Develop posters, leaflets and other; brochures about library programs knc^ 
seifvices.'. ; ■ ^ /'J,. ^' ^- . \ ^-^*7 ^ 

Organize and maintain /^terials. 



- Index local newspaperls.^ ' 

- Repair/recover books. 

- File newspapers a^d periodicals. 1 
~ Record books, article^, etc. , on tape.' 
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Demonstrate Vowledge in the use gf office equipment/, such as : : 

- 'Typewriter. 

- Xerox. 

- Mimeograph. 

- Duplicating machines, 

..'*'■ ' 

Determine the needs of library users and refer them ti the appropriate 
materials: ' ■ / '. 

- Reference, books. > * » „ ^ ' 

- Books on specific subjects. , . • 

■* 

- Children's books. . . 

. * .. . . ' ■ • 

- Periodicals. 

; • ■ ■ • . ' y ^ 

- Audiovisual materials. 

- Vertical file materials. 
-Special collections. 

Analyze the appropriateness of 'library materials fc^^r: 

- .Children of different ages. ^ y V 
-individuals with handicaps. 

- Visual. 

. ' 
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Ipdividua]^ with- limited abilitsjy^ to re. 



d/speak English. 



V 



V 

Evaluate the appropriateness of nonprini materials^ (fiimg; records, etc.) 
for specif it groups. and/or activities. • - 

Demonstrate my sensltivitr.to and aware^^ss -of community, attitudes and. 
concerns when planning. " ' • • , . .. 



Assist parents, teachers and others working with children in selecting 

. . ^-^ \ ' • . ' - 

appropriate materials. v. . ' 

■ ^ ■ . . 

Assist individuals with handicaps (e.g.^^ visual) in locating and using 

special library materials which will ^meet^ their needs. • 

Assist with programs* and workshops for library volunteer programs: 

- Reading Is Fundamential . . ^ >^ 

-Literacy volunteers. . , , • 



/Q ^ Friends of. the library. " ' \ ' * 

Assist with the development of bibliographies or other lists of library 
materials^ oh selected topics. 
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MtJSEUM STAFF ASSISTANT (DOCENT) 

"Docents describe and discuss museum 'exhibits witli groups of individuals 
to facilitate a better understanding of what is being-seen; they may work' .1 
In art galleries^ or museums; in historical buildings/museums, reconstructiohs , 
or parks; in science or natural hi^t^ry museums; or in zoos. Other' types of ^ 
* museum staff assistants may work in.pjrkparing. preserving, or^ restoring \ - ^ 

materials^or display, in carin^^Jir^plaAts pr animals . In ;per£dpigg.W^^ •.■ ' , 

ties as piry o^ the museum's demonstrations, or in conducting research. 
As a staff ^slstant (docent), I can: . ' » • 

r; -. Plan and p/epare a lecture-tour for chAdren and/or adults,, 

- ■ Translate information and facts to a level of understanding 'api)ropriate .'^ ' 
^ \o the background and experience of the audience. 

Deliver a lecture-tour without notei but following a suggesUd outline. 
Modify the information given in' a lpcture,-tOur to suit jijiil^ren of various 
\>ag€?s.' ' , ' 

• ^ . ^ ' ■■ ■ * 

Develop and use techniques which arouse cur^iosity and provide discussion V 

(iuring the lecture-touri 

Demonstrate a knowledge qf and' the ability to lise a\library and oWer 
J reference* resources . - - *v 

"Read the nature" of .a- group during the -first ten minutes of a lecture-tdur 
and modify the remainder of^the lecture-tour as appropriate. ' 
^/Know the criteria on vhlch to- judge a w6rk of art. ^ ' 

Plan a lecture-tour to me^ specified- educational obiectives. 
Know the criteria on which to judge other lecturers. " 
Speak in public with ponfidenceT^ ^ / 

Understand apd can use techniques 6f/group dynamics. ' ' 
Understand and can explain the policies of the organization or institution. 

' ■ ■ i - 
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Demons ^ate my knowledge of: 

- art history. 

^ art techniques. 

• vd rid and /or national his<(ory, 

- state and/or local history, 
plants. 

'. ■ • * ■ * . 

- animals. 

-science. 



- other areas. (Specify) 



.Describe methods of. 'inyesttigation (see Researcher ) . 

Prepare museum support ^materials (see Public Relations ) . ' • 

. -' ■ ' ' ' ■ ' 

Demons*ti;ate my knowledge of teaching methods and materials . 

" - ■ . ■ .•■,■.'.■.* • " ■ ' ^ 

Develop written jnat er ials for use . in lectur e-t ours.j V . . 

,'*■*. '» . • 

Use audidvisual materials 'in^ conjunction with Ijacture-toiirs. . ' C 

DemSnSi^t^^af t tee}^ ^ ; ; * • . * ; 

Take p^rt in "living^t story" depictions/demonstrations.'' v 'V''^ ' 



.Explain the reason t and purposes for museums, zo<j&/, etc 
f 



Kftow how to eare fot living plants ajid/or animals which are part of 



the collection. ' ^ . 

Know hbv t;o care for atfd maintain the materials and equipment in the 
collection. ' : ^ ' • '\ 

■ ■ ' 'b ■. .. ■ > ■ ' ■ ' ■ 

\ ■ J, ^ : . ■ ■ . ■ . ^ . 

Develop and maintain a library of materials relevant to :my lecture-tour 
specialty. * 

train others to work as staff assistants (see TrainerO •* 

Work with members of'^ the ^prof.dssibnal staff and/or with members of the 

supervising board. . • 
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I^ERSONNEL MANAGER 



PersonnM management * involves ^allocating and monitdr 
of; human resources vlthin/an organization, program, or activity. ^ ' 
^As a human resources manager, I can: 

- Determine the number and type of individuals and the amount of time 
needed to ^accomplish a given task or activity. 

Prepare a- staffing plan and present th^ rationale for it. . ' ' 

- Prepare Staffing need projecti^s on the tasis of historical data and 
. . analysis. . . ^ - " " 

^ Prepare Staffing need projections on the^ basis of -problem survery data 
' ■ (see Problem 'Surveyor ) . . '/ 

- Explain the relationship between a particular job and organizat j^na?.'/ 
agency /program mission (see Trainer ) . ' 

Prepare cost.estimates for the use of personnel and. their time (see' ' 
' Financial Manager ) . . ^ ' ' - . 

'determine the cost/effectiveness of alternative plans for personnel- . 
allocation. ' ' V 

Select and/or recruit inAviduals for a variety of jobs. V^;;, 

. • ■. ' . ■ ' ■ 

Prepare job description/s. . ^ <, - . 

^Prepare advertisements to Recruit personnel (see PubJJx Relations') . ^ ' 

Target advertisements toward p^fid ana/or volunteer workers. 
. ., Demons trate^an understanding of the 'needs and. motives which lead people to 
take pMt: in volunteer work. 

Arrange for ^nd /or conduct the orgiainizationai' socialization of personnel 
(see Trainer ). ^ / 

**",■ • • ' , , ■ ■ 

■ ' " • " " ' ^) ^ ' ' ■ ' ' -i ■ ' ' ■ 

'Arr^ftge for and monitor the job training of personnel (see Trainer ). v 



.-' Demonstrate a knowledge of the psychological principles which govern ' v 
people's behavior In Work situations., ' V ^ , *. ' 

Establish and maintain procedures to monitor work qu&lity and' quantity. • 

.Monitor the'^qilality and quantity of work performed by '.individuals and/or " 
task group^, . , ' ' • ^ 

Counsel with workeri who kre not performing up tb drganizatipnai atkndards . 

Develop and .use techniqtjfis which will minimize ^onflict^ between paid 

and volunteer workers. ' ,* ••. - ' 

Demonstrate the, ability to use appropriate techniques to solve inter- ^ ' 
personal problems (see Counselor) . A 

Use-^recognition or other psychic rewards to %p volunteer workers involved 
and product jive. . • ... 

Help- volunteers see th'e r^lev their organization/agency experience 

to their ipng-range career .goals and/or personal dk^ " I 

Develop .^n^ maintain a ^:s^^ of evaluative records of job performance. ' • 
Help supervitsors .deal with personnel problems. ' ~ • 

Maintain time' and salary records for paid workers. 

Conduct salary, administration and performance reviews for paid work^rs^ 
(see Financial Manager ). -\ : •• . 

Conduct performance reviews for vkltinteer workers 
'Handle out-plagementsand terminatVohs. 
Train others , in personnel managementV (see Trainer) . 

.Understand and keep informed atout labor laws (such as Taft-Hartley) 

> ' • . . . ■ >. ■ ■ , 

Reyiew and keep up-to-date oa changes in State and Federal laws for 
employee compensation and benefits. " * , 



? 



Devejop an affirmative action program an^, monitor cpmpllance- 
Plan and impl,emen^ programs for straff development, . 
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Plan aild monitor a retlijgment 'program. , \ . > 
Deal with employee relations problems and d^elop programs' to meet 
employee ^relaitlons needs'* 



/ 



Plaa an'd implement personnel policiBs and review them regularly for 
needed changes. ' • . * - 



f 
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- • PROBATION INVESTIGATOR . •* > - . 

• A. probation investigator under the supervision of a probation officer, 
provides assistance in a varife'ty of functions related to problems requirinq 

•. . -.' ' • V 5"' ■ 

judicial ^detemination^4^e^_J__fa^^ legal' courts or problems 

f . • '■ ■ , . . - \ ^ 

related to court ordeos. As a probation investigator, I can:' ' • 

- . Coitipr^Hend, analyze and. interpret basic $aws, regula;^ions{. and penalties 
. related to probation and custody. / ' • 

. • . ■ ■■ . ■ ■ • •-■ : • ,. • • ' ■■ * : . 

Obtain and yeri-fy routine factual information for the use of professional 

staff. / . » 

■ • .■ . ' - ." * . > 

Make required field investigations and prepare related reports, " ' 
1 Carryout oral and written ii^structions and directors of some' complexity. 
Bead and interpret basic records. - 

- Recognize evidence of 'evasion and discrepancies in basic records. • 
Prepare reports of investigations containing, factual dati and'' documentary 

other, evidence. ' z^- 

• . *i|laintain esservtial. records and files; 

" . Initiate interviews with both parents to acquire basic information for 

'Pre-custody determination: ' . 
^-Residency. ^ . 

- Employment status. • , 

\^ Wage inquiries^ ' / ' ' . ' ^ ^ 

J . ' • . ' ■ • ' ■ . * • . ■• ' " 

Distinguish between legitimate needs and irrelevant complaints of 

.■ * * ■ ■ «? ■ ' ' . 

custodial parent. - / / . 

* ■■ ' ' ' 

Enforce visitation rights of supporting parent. ' 

Provide inform^ion about agencies that can help with health, home, 
family and other problems: 

- ^ledicp:!. programs, ^ 

- Social security. 
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- Welfare,. . * ^ 

- Counseling services. * * 
Collect and cord monies *ciue under court order; 

- Payment^of Arrearag^^^^ finesi. ' ■ V 

- Court costs. • ... 
.--.Restitutions. ' r 
. - Support of dependents. 

- Other payments due under court orders. ^ 
Issue receipts f6r monies collected. 
Follow up on child support and alimony payments. . 
•Maintain all pertinent /^cords and files concerning payments. 
Prepare and send out default notices. 
Prepare reports of monies collected. • . * 

^Perform a ^variety of clerical tasks: ^ 

- Typing. • • * \ ' - . ^ / 

- Filing.. ' * : ' \. . , 
Indexing. ^ • • . •' . , 

- Maintaining^-ticJcleifr^f^^^ pt:6batii^ <i^icev.. : " ' ^ ' ■ ' 

- Reproducing ddcuments. ^ ■ 

. Obtain "^nd verify routine .factual information from 'persons apply 

- Assignment of counsel. . ' ' 

-'Release on<?Qcognizance. ^ ■ / 

Arrange far assistance to released indigent prisoners. 

' . • . ■ ' • ■■ ■■ ■ ^■ • ■ • 

- TGRnporary lodging.' '; - * . , ' 



'"- Transportation to home . base 



. \ 
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Make referrals to drug assistMce programs.- < «tv . 

Arrange ^or psychiatric help. '< ■ . " 

C)pe^ate Office machines, such as: • 

Calculator. ; ^ . . * . 

- Typewriter, * o 

- Copying machines. 



/ . PROBLEM SURVEYOR ' ^ ^ 

Surveying a problem area is the process of assessing current status 
and/or ne^s in order tp identify areas and types of future activity. The 
process of problem surveying is closely related to that of researching. 'and 
typically preceded that of program development. (The problem surveyor usually 
collects original data; for mof^ information on utilization. of data collected 
by others, see Researcher.) s 

m carrying out my work as a problem surveyor, I can: 

Develop plan(s) for investigating the problem area. 

Identify and obtain information about: 

- the target populations affected by the problem. 

■ sources of power which can facilitate or block the implementation 
of clvange (see Change Agent/Advocate for rej ^tcd act,ivlLl es) . 
^ -'^he existing programs, resources, and other factors which Impact op 
* . the problem. 



Assess the impact of ^th\a preceding factors on the problem area by various 
data collection, techniques i^ch as interviewing, surveying, -publJLc discus- 
sionsr, etc. (see Researcher for related activities). 
Compile a list of -specific needs or problems within the problem area. 
Prioritize those needs and problems which are most important and practical 

- ■ ■ . ■ ,, \- ■ ■ ^- ■ 

to pursue. , 

Define potential actions in terms of cost-ef f ectiveness . 

Describe the problem areas(s') for purposes of program development by: ]. 

- summarizing data for ease in interpretation. . 

•J - - , . . ; ■ . ■ ■ ' ' . ■ ■ 

- keeping records of contacts and ^^sources. 

■ ■ ■ ^ ■ ■ . ■ ^ . 

Describe the nature of organizational and community structures as they 



relate to the problan/ area and its potential solutions 



Public relations refers to a method, of increasing knowledge and Understand- 
ing of an organization and/or its program; it is , concerned with disseminating 
information to individtftils and groups outside of the organization or agency and ; 
with processing information from outside the organization. ► 
y In carrying out 07 work in public relations, I can: 

- Conceptualize communications and public relatious programs W]^^ Interprer 
the goals of the organization^. ■ ' J " 

- Plan and develop a public relations program. 
Ident if y^target audiences. \ - . 

- Determine the, communications technique(s) apprapriate to each audience. 
Gather informatlpn by: . ^ . . ' \ ■ ' 

- conducting interviews''. ^ ^ ■ ; J 

- conf imping facts. , /' .\ - 

- iclentifjring trends. \ _ «^ 



- locating background data. • \ ^ r ■ ' \ 

■ ,\ ■ ' ^ . . . ■ . ")' 

.'(See Researcher for other relevant activities.) . ' 

Identify representatives of other organizations and of local, state^nd 
federal government to receive information about organizational activities. 
Establish an interchange with appropriate representatives from: 

- members of the target group. ^ 

-volunteer coordinating agencies. 3 

■ * • ' . - 

- private and civic organizations. 

- business, industry an^d prof essionat groups . 

- foundations. 

- local government* ' 1? - ' — / 



. X 110. 
• state government • ' \\ ■ 

- federal government.. - * ' J^. 

(See Fund Reiser and Advocate /Change Af^Pnr for other relevant activities 




. , f ■ ' ■ r ' ' 

- f eature-.stories . 

- fact-sheets for editorial background. ^ . 

- reports • . ' ' . 

- speeches. - ' - , , . 

- scripts for radio/television. 

■ ■ ' / 

• other sjaterials describing the organisation and its program for the 
public. J . 

(See Trainer for internal publications.) i 

Prepare audio-^sual materials, video-tapes, and/or films by: * 

> • - ' A ' " 

-utilizing audio and/or video - tape equipment^ ' ^ , . 

utilizing pTioto^raphic equipment. ^- 

- directing actlpg, speaking, and filming. ' . ^ ' 
Prepare visual mater i^Is^such^^^^^^ ^ 

- photograph events for news mfedia or other publications. • . 

- design and prepare art work. ^ • 

- design displays and/or posters. " - ' 
Coordinate development of naterials. for 'production, such as: y 

.- edit publications. 

^ edit films and/or tapes. t. . - 

- design layouts. ^ 

- work with printers, publishers, and/or producers. 



. • . Ill ■ . ■: ■ ■ 

Work with inass media (press,- radio, television) to: ' ^ 

- select optinrum outlets * for placement-^f material and /identify contadts, . 

- adapt and edit materials according to mass media standards. <L 
• conduct press conferences. ^ " *' - 

- maint^n gbod relations to facilitate pli^cement of material. 
Speak publicly, such as: ^' ^"^^ * 

- deliver speeches. _ J . ^ 

- promote^an organization, program, or service (see Advocate /Change* Agent ) , 

- participate as a member of a panel or debate group, 
-give interviews. ^ * 

- conduct or moderate interviews, panel discussions, debates. 

(See Fund Ra^er and Trainer for other ^elated^act^ities. ) ■. \ 

Publicize and promote organizational t^terials. 
Plan diStMbutiojy^^jpublications and' other materials. 
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RECREATION WORKER ^ . - 

'A recreataon. worker leads or assists a leader Recreational activities 
for specified groups in the setting o'f.a school, community, social, .or church- 
related orgamization- 

^ ■ . ^ ' . ■ 

.As a recreation, worker, I caft: - ' « 

Develop- goals and activities that poster individual and group development. 
Develop specific goals and plans for particular activities. ' 
Identify resources in persb;uieli money, materials, time, and authority 
needed to accomplish objectives. 

Develop and use techniques which will enhance relations among people. 
De^rlstrate ability. €o use apprbpriate techniques 'tp solve interpersonal ^ 
problems. 

Demonstrate knowledge qf teaching methods aiid materials. • 
' Develop and maintain a libra'ry or collection of relevant. Materials, games,. 
,.an<i other recreational and equipment and supplies. " ^ 

Plan and. organize cooperative and competitive activities anS know when 

" each is apprbpriate. • 

fc. ... 

Teach one or, more of the following: 

- Games- 

- Crafts. . * 

- Music. 

- Dance. 
• Dramatics. 

- Art, 



-Outdoor skills.' 
/ ' . / 



- Cooking.. ' - ^ - 



•Demonstrate knowledge of use and care of audiovisuair-^ipmeht, gymnast 
and sports equipment, tools, crafts equipment, and camping equipment. 
Speak publicly, including': ■ ; 

- Articulating rules and procedures to participants. " - 

- Promoting the- organization and its. activities to poten^al sponsors. 

- Publicizing special events. * , 

Establish .rapport with incUviduals of diverse backgrounds. 
Raise funds, ihcludingf / 



- Selling a prpduct or service.- . 

' . „■ " V ^ .' . . . \ 

-.staging a special event. / • ; 

- Approaching; sponsoring agencies, i. e. , local" busifiesses, foun'dations, 
. governmernt- agenqie^ . ' . ^' ' 

Conducting a public campaign. 
Demonst/ate techniques to pr^event or ^imit confl^ict between indiviaualsl 
Demonstrate knowledge of safety precautions required by potentially 
hazardous activities in sports, crafts camping, etc. ^ ' 

Determine the urgency of a problem and handle it appropriately. 
Demonstrate a knowledge of individual growth and development. / 
Select , activities that will help, individuals learn desired skin's and 

attitudes. ' • ' ir 

' ■ ■ ■ • * . " ^■ 

Keep records pf individual and group progress. 
Understand and. use techniques of group dynamics. 



;^ Plan and carry out field trips to spdrtijig e^^ents, dramatic presentations, 
concerts, recreation. aureas,- musetans/, zoos, ^'e^tc. ^ V - - 

Develop positive participant, att3.tudes by: / ■ ^^^^-^ 

- Selecting .appropriate activities-. * ' " / \ 
J>rpyiding positive feedback. { * ' ^ 

Prorvide advice and informal counseling to participants. ' 

' - ■ ' / ^ ^ ■ • \ / ; ^, 

Determine participant interests and plan actfivitvies arotind them.. '* « . 
Demons^ajte ^knowledge of capacities and needs of special groups: 
. -'Preschool cjfciildr en. \ ^ 

- Children" during' early school years. 

- Adolescents.' ^ r ' '\ . 

- Boys/cArls. • ' ■ ^ 

- The elderly. '.\ . 

- The physically handi*eapped. 

» . i „ 

- The meritally handicapped* ^ 

- :Sinqle parents. > ' 
Budget existing funds, ' ; 

Recognize and deal with medical emergencies 

■i. ■ - 

* . ■ ■ ■y ' ' 

^Interact appropriately and adaptively vith personnel and goals of sponsoring 
agency. . ' 
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RESEARCHER^ 
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^ - selecting research^ design. 



^..^ Research is a systeti^atic ■means oiE :i|ive8Cigating a topic or problem. .It ' 

itn^lvea^ienerating^v^rif iable^dat^ which -will support; program planning arid ^ 
W : deyelbft^^ 

, In carrying Qut iny work as a Ireseareher,. I can: 

. ; - . Select problem ^rea (s ) relev^ant to 'drganlz^^^ 

Limit the ces>earch focus by: v " . ^ * 

- conceptualizing issues/ 
defining vari^bles^ ' ^ ' ' •^v/! /: 

' " operationalizing meajsurea. /'^ , • ^ 

f - ^ ' » ;■ _ ■ . ■ .■ "> ^ ' ■ ' -t- * ■ ,' . . ■ ' ' . ■ * 

' ■ . . ^ ^ ' . -■■•», ' . ■ ■ * ■ ., 

r- identifying the unit of ariary^sisC ^ . ^ 

■ ■ ■ ^ ' ' ; 'V. ■ ■ ■ ■ • . ' 

- generating hypotheses. ' ' - ■ ^^-'^ir-^^- ' - - 
Collect background information. • v ^ " 

* A - Locate information sources such; as: " 

■"■r' ■ r ■ , . ■ - • ■• . ■ • . / 

1^ written .materials . ■ , - 

. ■ ' . .■ "'^ 'v - - ■■ ■ ' . . /■ * ■ ■• ' . . ■ ' 

! ' ' ' r '^^ta banks. v' . 

- i ' intein/lews. * ' .., 

^- -"-i surveys. .. y. 

/-Summarize past experience with problem... 
■ - Evaluate the utility of past effqrtg. 
- Design research, by: ^- ' . ; . 



\ 



^^selectlng sampling techniques. 

*•■ ■ ' • ■ • ^ • ■ . ■ ^^ . . ,^ ^ • • 

- selecting survey techniques. ,v^v^ ^ 



ERLC 



^57 



\ -lie ^ 



T 



V 




- Develop practical plans of identlfy.ihg ; 

■ ■ ' •■* * • ■ . ■ ' 

- needs. r^]"' ' ■ r ■ 

-./time. 

- costs."..... 
. -personnel. 

Manage proposal development, by: 

■ ■ r 

- locating potential sources of funding. 

- writing proposal to include: 

- background. , " 

- design. ; e 
, - time and cost estimates. 

. expoctecl^outpomes". » 

- utility of research; to organization and to th^ 
lar^^ society. ^ . 

, - meet with f^iad^^^^ agencies to promote ^the proposal. 

- adapt proposal to meet requlreraehts of funding sburclt 

' • . ' \r ^ ' ' 

Obtain data to: 



■ ^ 



■> 



] 



•J 



- foster cooperation with community groups ' and/or relevant institutions 
and agencies to gain their support for the research. : ' 

-recruit and train data collectors. ' V. ^ ^ - 

. - select approp>riate data collecting tt^trjdiaents-. • ' h^ . 

.-^design and validate new data collecting ijpstru^h^^^ ^ '*>i v 

- obtain informed consent ^o£ ^participants. ^ 

- obtain data from existi^ng information ban£s. j^^ ' 

- use appropriate sampling and survey techniques. 
^ monitor data coll^ct^ rfor quality control. ^ 



Process d^ita to: - " • ^ 

r develpp coding procedures.. * \ ' 

- train coders. ' p * / * 
: 4. supervise coders for quality control. 

-delect and fmpleraent other d^ta" reduction procedures. 

- develop computer programs appropriate for the research design. 

' ' ■ ^ • ■ . • • . .■ 

Analyze and* summarize data by using :^ . 

. ■ . ■ ■ • . ' ' . ■ " . ■• ' ■ ' ■ ■■■ 

-^verages or other measures of c6ntra3^teefdenc^. 

-Sneasures of dispersion or deviatifiri. 

'. ■ ■ ' ^y^.. ■ . . •■ . : ■ ■■■■ 

-^meiasure^ describing relations (dorrelatipns) . 

^. ; \ ■ ■ ' ■ 

- other techniques of bi^rariate'or multivariate analysis, 
tables or other means of categorical aggregation. 

- gtaphs and charts . » ^- 

- ttets'^of significance. - . o V * ' 

'■ • ■ . * ■ . , ■ ^ ■ . ■ ^ ' ■ 

>- experimen-tal effects analysis. - . 

. ■ . ...... 

7 nonexperiinental causaL analysis* 

6* 0' •* s 

l^ake inf er einces f r om da ta ^ 

Ma-ke conclusions and recomraendaci^s from data to: 

- formulate planning yecbmmenci^tions . 

• ■ ' a ■ . " ' ■ ' . " 

- ^alSe re^commendations f or f uiH:her study. . 
develop p^^cy recommendations. 

' Write research report (s)^ . > 
Disseminate research results to appropriate groups. 



■ . . . TRAINER •■ ■ , ' , 

Training involves teaching pthers specific jobs, skills, and/or tasks. .: ". 
It involves the teaching and/or organizational socialization of other workers. 
In my work as a trainer, I can: 

Articulate. t^ philosophy of the-organization/agency. . . 

- \ Explain the relationship between a particular . job and otganizational/ 

agency/program mission. ^ ' 

- Demonstrate my -knowledge of kinds of learning and/or of different learning 

' . . . • ' ■ . ' . 

thieories . / 

- , Demonstrate my knowledge of teaching methods and in^terials. 

- ^* I4erft if y training needs^(see also Problem Surveyor ). 

Make a trafinihg plan w^^ich includes: 

-learning objectives, , ' " 

- teaching design. 

• ■ ■ \ ^ ■ . ' ■ ■ . 

. r *t method. 

•■ ■ - ■ . ■ 5 ■ * ■ ■ ' 

-budget for training costs. • 

- schedule and site considerations. . ' 
-materials, both written and audio-visual. 

- evaluation techniques. , ^ : . T?* 
.Determine the cost/effectiveness^ of various trainihg approaches. 

Determine the suitability of varies training approaches for individuals > 
yith different backgrounds and experiences.^ " ' . 

Develop written materials for usji in training. y ; \ 

Develop audio-visual materials for as-e in training^ 
Develop, training manuals for other\trainers t€> u^e. 
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Adnii^j^^^^k^^l^^^ in'cluding: * 

selecting and rec^^^i^.^^^^^^ personnel. . . 

- Selecting training methodsvand^^^^i^^^ which are both appropriate 
to the groAxp and 'cost/effective. ' '^^^^^ - ' 

- Setting training goals. / ^ '"^^ 
-Conducting the training of those who will train others. 
-Monitoring the progress of those being trained. 

- Monitoring the progress of those doing the training. ■ 

- Modifying training programs and techniques if the goals of the program 
are not being .achieved . 

-Evaluating the effectiveness of the training program. 

- Monitoring and evaluating th'e job pfrf^rmance of those who were trailed. 
Develop and maintain a library ofi^traiVng, materials. 
Conduct* a training session. 

Train others to do specific job(s) or task(s) 
(Specify) ■ . ' ■ 

Ma1ce ^n effective oral presentation; < , 

Demo^trate knowledge, and use of group interaction^echniques. 

Know how and. .when W use different role-playing te'iihniques'' in training. : 

Help those being trained to see the ^relevance of their training exp^erience 

^o their long-range career goals and/or personal develppmenti 

Er.epare arid evaluate reports on training programs . 

^^"3te the training ijrograms of'oehers. . ' . ' 
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TUTOR/TEACHER" S AIDE 



A tu.tdr;?teache^ an individual ' or group of. individual^ 

, to learn apmetbing or Co iinp,:ove their learning techniques. The tutor differs 
from the trainer in that trainer's instruct indivi^duals in the performance of 
specific Jobs or tasks, while tutors teach more general skills (such as reading> 
or knowledge which is applicable to a wide range of tasks or activities.^ . ' 
In nrjr work as a tutor/|eacher's" aide I can: " / ' 

"y- Establish a good woi?king relationship with the learner. ^ " 

- -Develop positive student Attitudes toward learning by: ' 
; . . - selecting tasks of 'afSfrqpriate •difficul-ty, . " " " ' r^'' ,^ ' 

- telling the leamer . when a job is well done. 

■ ■ ■ . ^ ■ «S9 ^ 

. , Encourage and support the learner by: - • 

- complimenting the leamer for good work and good thinking' to develop '' 
a positi^/e self-concept. ' ' ' o 

-showing acceptance of the^^learner by;giving~atte'ntion and by listening 
• carefully^ ' V ' 

■ rl^- _ - helping the learnfer respond to ii,cr4ais;ingly d^ 
: . receptiven to learner efforts.' 

' ^ W°'^*^^"°Peratively yith the leai|ner's teacher and/or school by: 

- abiding by school rules relating to tutors or aides. ' 

. - being positive about the teacher and school in discussions with the 

■■ ■ ■ & ■ ■ ■ . 

learner. , 

- following' the teacher's plan of instruction. 

^ - provl^fng the teacher with information on aeamer progress. 

Provide advice and .informal counseling to t^Ttearner, when appropriate 
(see Counselor). / • 



ERJC . ■ . 362 



Identify learner needs and dj^^cul ties: . ' , " 

- by direct observation o£,and/or Interaction with the learner* 

- from test data or other diagnostic devices. 

, - through discussion with the teacher^s) who regularly Instruct(s) 
this learner. \j 

^ " ^ .. ■ ' ' ' . ' • ' ■ ■ - • • '" 

- through discus^s Ion with other school personhel (counselors, psychologists 

•" ■ • ^ . . • • . ' • " ' ^ , ' . 

etc.0-^ , 

Determlne^^arner Interests and plan Instructional activities arfound them. 
Plan a lesion or series of lessons including: 

- objectives. 
■ - g^achlng. methods and techniques. 

instriictional materials . (both written and Audiovisual) . * 
evaluation techniques. . . ^ - 

Pace instruction at a spe^d appropriate to the learner. - . 
^ Set^^and monitor Instructional objectives. >^ 
Select ins'tructlonal material and techniques appropriate to learner / 
background and experience. . \ . \? ^ " 

Demonstrate my knowledge of learning theories and thefi^ap 
Demonstrate my knowledge of teaching methods and t&terials. 
Dp^elop written materials f oV Use la tutoring. 
Develop audiovisual materials for use irf tutoring, 
pevelop and maintain a library of materials-f or use in tiitorine. 

■ ^■ "\ •. ^ . • • ■■ ' ■ ; 

.('Specify subject and/or level) ' / ^T. 



Demonstrate my knowledge of the subject(s) which I tutor. 
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.... ' ♦ 

• ' •'■ • . " ■ • t. 

Evaluate learner progress: > 

- by observation. 

- by oral questioning. 

- by use of tests or other evaluative devices. 

Use questioning , techniques appropriate to instructional objectives. ' ' 
Make an effective oral presentation to a group. 

Demonstrate a knowledge of group interaction techniques' and / of their use/^ 
Train others 'to be tutors*(see Trainer ) . ( 
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- ^ A ^outh. group leader devises and implements pr^ograms which , h^lp young 

people devel&p and learn. ? 

*. . ■ 

. In carrying out my work as a youth group leader/ I can:. 

- Articulate the philosoph^y of the. organization or sponsoring group. 

- Describe how^the components of the program relate to organizational ' 
' philosophy. , ■ 

Demonstrate a knowledge of child growth and development. 

- Demonstrate a knowledge of theories of learning. - 

- Demonstrate a knowledge of teaching methods and materials 
(Specify areas) , . 

; Select activities which will help children learn desired skills and 
attitudes . 

Determine the cost/effect^eness of alternative program comp^onents. " 
Plan a youth group progra'^nT including: V, * ^ 

- defining- program objectives. ^ ' ' * 

• - involving ^roup jnembers in prtfgra^ •plamiing.. 

; - i'electing dctiviti^s which will efficiently lead to meeting ' 



^e ptogram objectives. 
, - selecting activities which' are most appropriate fo^ the age. background/ 

. and==iexperience of group members. V / 

.-.preparing p'rogram materials. , . J . - 

- determining the budg^-^^^r the program. 

.- deciding on methods to evaluate the program. ^ ' '■ 
Administer a youth program, including: • ^ ' 

- selecting ^nd/ov r^ru^eing o't^hers for various responsibilities. 



-teaching:^ 

- games . 

- crafts 
music. 

-'dance. ^ » 

- interpersonal skills. 

- democratic processes. 

» 

•: ^ ■ ' ■ ; • ■ 

. - dramatics . . ' 

- health and safety. 

- art. . V 41 

outdoor/imping skills. 
. -^-j religion. ^ ^ ' / , • 

- consenJation. 
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- training other adults as leaders or assistants (see Trainer ), 
.-.training youth group members for leadership roles within the orga^izatidn. 

- working with adult members of the supervising board or agency. 

- determining the effectiveness of various program components in meeting 
organizational goals. . ' 

- assessing the effectiveness of other leaders. 

- o/ganizing committees to cari^ but tasks. ■ 

- keeping records of individual and group progress^ 

- keeping budget and financial records. 

- coordinating activities of various groups. 

- securing financial resources (see Fun^ Raiser ) 
Direct ai youth gtoup, including: 

- organising and conducting meetings. 



b * 
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- Komemaking. 

- citizenship. 

- other. (Specify) 



) ■ . — , > 

- demonstrating a knowledge and use of techniques and equipment specific V 

to the organization's program. 

■ • 

- abiding by the organization's standards^ 

■ . .1 ■ ■ . 

-providing guidance and counseling to young peyfl^e -as- appropriate (see 



Counselor ) . " 

- using audio-visual equipment. \ 

- demonstrating a knowledge of children's games'.\' '^f 

- storytelling, including demons tr^iijg a' knowledge .pf children's literature. • 

- demonstrating a knowledge of safe procedures^ei "children's act iv^es. ' • 



- ^^mpnstrating the ability: to use appropriate tech^iiques to deal Vith 

. : ■■■■■■ - .. '■ ■ - " ,. . ^ ' ' ' 

int^personal conflicts.- . , [ . ' 

- describing: how youth group's sefcve ^s .socia^izilng agerjts, 
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WORKSHEET #2. 
(continued) 
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Here is what Jane wrote for one of her "I Can" lists: 



f I can:. 









4r jrf^"Tt^.rr>i^ gtJ-^ .^-.,'^^( 




- • ^■'/- .... • : • 

- The* next Step, in identifying your skills i? -toT group them into 

. clusters- that* i^lve . the sam^^ skill. For sxaiaple, you may have mahaged 



tlie family, bud^et^ ^done bookkeeping and tax returns ; for .tEe hospital . * 
gift shop, served as treasurer of your par^t-teach^ organizatlx)n;' and . 
maintained sales records for' the" Girl Scout cookie sale/ These activities 
all. involve skill in -financial management, 

. When you group your activities, thin^ about what you' did, not the „ 
organization or , setting in which you (i id the work. \ For example, you'may 
have also written neWspap^ articles , about the .Girl .ScOutK^ookie sale and ^ 
edited a newsletter fgr the parent-teacher "organization. ''Both of these 

• ' . - - - ■ . • * ■ . ■ . 

activities involve- communicatibns skill's and should be grouped together. 
. « . . ■ - ' ■"' ^ ^ - * _ ■ , 

You should not '^roup activities as "things t did for the -Si;rl Scouf.s" or 

"bhings I did for the hospital." > . ; \ , * / . 

• ' ■ . -o 

Here is a list of some of . the skill cluster titles that other women i 

T \ ^ ■/ . - - . ' 




• Administration/Management 
•/ Advocate/Change Agent/Lobbying 

• . Animal Care 

• Art's and Crafts . . • 

• Child Care 

• Clerical- 

• Clothing/Textiles/Sewing 

• Consumer Rights « , - 

• Cook/Chef/Nutritionist 

• Counselor/Interviewer 

• Decorator/Designer 
, p Financial Management 

• . ..Food greparation/Nutrition 

• HeaitH Care/Nursing 

• Hprticulture/J'lOrai; Design 

• Interpersonal ' ^ 
. • Legal ^Rights. . . * 

• Liferary /-Museum, Assistant • - 
•/^rketing/Sales/F.und Raising 

; •^MechaLnical/Technical 

• ^Performi*ng Arts , 
. • . i Pers.onnel Management ■ * . 

vv* -..Problem Suin/efyp^/Researcher I 

Public Relati^nsycommunicat ions/Writing 
. o. Recrea1:ion/SpOr^ « " : f 

. - TeaGhing/Training .-^ 
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Now, you are Veady to m^ke your own skill groups by combining 
your various home^kin^* and = volunteer work activities. Use th^ n^t 
. * worksheet. : .Remember that' .the grotips should' be made up of-activities • 

■ /- . that are related. Your^^roups p"r6bably will not be the saitvs as anyone 

; • ■ ■ . . - V • .. , ... ^ ' :\ • 

elses; they do not have to be. . .■ - 1 
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WORKSHEET #3 . 
^Skill Clusters of Related Abilities 



Abilities 



Skill Involved 



' Abilities 



Skill Invol^^ed 



— ■K- : 



Abilities 



'^^..-Abillti^-t,--- ^ - - 



Skill Involved 



SkilV/lhvdlved 



ERIC : 



0 . . -> 



i. 
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WORKSHEET #3 
(continued) 



Abilities 



Skill Involved 



. Abilities 



Abilities 




Skill In^oiy^d * 




'Abilities 



. Skill Involved" 



ERIC .f^ ^.^ 



. ■ \ 



...•.■■?7,? 



V * 
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Here is a part of what Jane wrote when she made her skill clusters:' 



Abilities 

L 



-f--v>^v^rw'- 

■pi ' -'] -ii L r ^ 



Abilities 



% 



Ml 



1^ 



EI 



flbilitifes 



Skill Involved 



7 



Skill Involved 




Skill Involved 



Abilities 



l^kill Invbived 'j^ 



, ' • If you want help with your work in' identifying skills, you" might 
contact a women's center, displaced homemaker center, or college 
counseling center. Thes^e kinds of centers frequently run skill identi- 
f ication . sessions ^ for groups of wom^iKivho' are thinking about returning 
to work or to school. . 

To find out about the centers* nea^ you, you write to Catalyst at 
14past 60 th Street, New Yprk, New York 10022, or to the Displaced Home- 

jnaiars Network, 2012 Massachusetts Avenue, N.W. Washington, D.C. 20036.. 

I-* . 

Each of these organizations has a free directory of resource and counsel- 

If . . » . 

ing centers, A more detailed publication, called the Nationair-Di-r«ctory 

v . - \ — nr , - . / 

of Women's -toplovment Programs: Who They Are;" What They Do , is available 
for $7.50 from Wider 'opportunities for WomenJ 1649 K Street, N.W. , — 
Washin<lton, b.C. 20006. r . t 



